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the study , and a review of current literature on policy revision 
and reorganization. An ERIC search, using "School Board Policy" 
as a descriptor, revealed very little current information on 
actual policies developed to cope with today ' s  changing school 
environment . Therefore, discussion is confined to the general 
need for and benefits of written policy, methods and processes 
o f  development and revision , and various procedures utilized in 
organizing and coding the handbook. 
Chapter three presents the summary, conclusions , and recom­
mendations for improvement. 
CHAPTER I 
INTRODUCTION 
Background of the Problem 
The handbook currently adopted by the Board of Education is an 
accumulation of policies and appendices written to acconnnodate both 
Cowden-Herrick High School District #188 and Cowden-Herrick Elemen-
tary District # 1 1 .  In addition, it has been added to , deleted from, 
and reprinted in random fashion over a period of several years. Con-
sequently , it  is unorganized, extremely difficult to use, and as Max 
Smith and W. Ray Smittle contend, causes the board members to be 
" . • •  inconsistent in their action because of lack of knowledge of 
previous action taken. 111 Furthermore, it  contains policies which 
have become outdated, either by legislative action or through changes 
in board membership, and does not completely recognize the high school 
district as a separate legal entity in a dual system. 
Statement of the Problem 
11: • •  some policies deal with minute matters of 
administration--e . g . , who shall have possession 
of keys to school buildings--and are really 
regulations which can best be left to assistant 
superintendents or principals to work out. 
Other policies are negative , restrictive, or 
1Max S .  Smith and W .  Ray Smittle, The Board of Education and Educa­
tional Policy Development (Clawson: Oakland Education Press, 1954) , p .  4. 
prohibitive--to protect the board , the schools , 
and the programs from damage or harm. Still 
o thers are procedural--spelling out ways and 
steps to get things done , to make them happen 
or prevent them from happening. 112 
Central to the purpose o f  this study, therefore, is an under-
s tanding o f  how school boards benefit from written policy, and the 
many facets which must be considered in its development and revision. 
The School Management Foundation of Illinois, a subsidiary of 
the Illinois Association of School Boards , states that " . • .  a school 
districts' policy manual must be a good educational and working tool 
for all those who will read, use, and abide by i t . "3 To become such 
an instrument,  revision must result in the elimination of outdated 
or unwanted policies and terminology, and the addition of new pol-
icies and terminology. Normally this is accomplished by the board 
of education with assistance from the superintendent. However , 
the School Management Foundation of Illinois further contends that 
input should also be solicited " . . .  from those persons directly 
affected by Board policies as well as those persons who will admin-
ister the policy . 114 
Furthermore, i t  is this writer ' s  belief that revision will con-
tribute to greater effectiveness of operation on the part of the 
board of education by : giving more credibility to their actions, 
2Ben Brodinsky , How a School Board Operates , (Bloomington : 
The Phi Delta Kappa Educational Foundation, 19 77) , p .  30. 
3
school Management Foundation of Illinois,  "The Development of 
a School District Policy Manuel . "  Springfield , 1984 . �Mimeographed. ) :  1 3 .  
4Ibid. 
2 
fostering stability and continuity when transitional changes occur, 
clarifying board member and employee functions , and allowing new 
members of the board to acquire governance skills and knowledge in 
a more efficient manner. In addition, it must cause policy revi­
sion to become an ongoing function rather than a proj ect .  
Attention must also b e  given to the organization, codification, 
and implementation of the handbook, as well as the separation of 
policy from rules and regulations . The extent to which the latter 
is possible, however, is largely dependent on local preference. 
Although the s tudy pertains specifically to Cowden-Herrick High 
School District # 188, most policies will be consistent with state 
and federal mandates and similar to those governing school districts 
throughout Illinois. Others,  however, will reflect local traditions,  
procedures , and accepted methods of operation that have not been 
tested in a court of law or may not be applicable to school districts 
in general. Consequently, the vulnerability of these policies to 
legal challenge or their appropriateness for use by o ther districts 
will be placed outside the scope of this field experience . 
It  is the goal of this study, therefore, to provide a more 
sound and concise basis from which the board of education may make 
decisions and thus improve the local educational system. 
Methodology 
The s tudy was begun in January of 1984 because of a perceived 
need by the writer to improve the efficiency of school board 
3 
meetings at Cowden-Herrick High School . 
Initially, a review of current literature was conducted to 
familiarize the writer with the various methods , procedures , and 
forma ts of policy handbooks available to and in use by school 
districts throughout Illinois. Attendance at a workshop on policy 
revision and interviews with several persons professionally assoc­
iated with handbook development were also beneficial. 
By April of 1984 the writer selected a codification system 
similar to the three digit numerical scheme o f  the School Manage­
ment Foundation of Illinois ;  however , nine general catergories 
were used instead of eight, and several descriptors were modified 
to more accurately reflect the contents of the respective cate­
gories. 
Then each policy from the handbook currently in force was 
written on a separate sheet of paper, revisions were made, and a 
codification number was assigned to place it within the scope of 
a general category. Board minutes from the preceeding five year 
period were reviewed as a potential source for new policies. 
Policies created as a result of this review, as well as those 
procured from o ther districts, were codified and added to the 
new manuel. 
In February of 1985 , the revised and codified handbook was 
typed and sent to the Superintendent of Schools for his approval. 
Recommended changes were then made, and in April of 1985 the 
4 
results were presented to the Cowden-Herrick High School Board of 
Education for their acceptance or rejection. 
5 
CHAPTER II 
RATIONALE 
The writer is a Principal in a high school building which is 
part of a dual district system. The Superintendent is employed by 
both districts , whose boards meet at the same time and in the same 
room. Consequently, he must divide his time between both boards. 
This requires each Principal to assume a more active role in the 
meetings than may be customary in most school districts. 
This participation has allowed observations by the writer of 
many instances where board members must ask each other if anyone 
remembers how a particular dilemma or situation was handled in the 
past. This inevitably results in a search through past board min­
utes, and too much time being " • . .  spent on the trivial,  the nega­
tive , and the minutely procedural. 115  
Thus , a revised and updated board policy handbook ,  from which 
information can easily be retrieved , will contribute immensely to 
greater board efficiency, effec tiveness,  and capacity for decision 
making. 
A Review of the Literature 
School districts in Illinois have the duty to adopt and enforce 
5Brodinsky , How a School Board Operates, p. 30.  
6 
all necessary rules for the management and governance of the public 
schools, as provided in the Illinois School Code. This duty has , 
over the years , evolved into a statement of policy, which " . . •  simply 
defined, is the official course of action determined by the board on 
any given issue, to be implemented by the school administration. 116 
The benefits of managing and governing a school district through 
the use of such statements are many and varied. "A board of educa-
tion operating under a written set of policies can: 
1. Assign responsibilities to each member of the admin­
istrative, instructional , and non-instructional staff s .  
Consequently, the competency o f  each staff member can 
be objectively determined. 
2. Interpret effectively the needs of the schools to com­
munity groups. 
3 .  Resist the day-to-day demands o f  individuals and groups 
who seek preferential treatment by the board. 
4 .  Devote more time to the s tudy of current school problems 
and to finding satisfactory solutions. 
5 .  Maintain more wholesome and cooperative working relation­
ships with professional and community groups interested 
in schools.  
6 .  Help new members to become oriented quickly to the 
functions of and working procedures of the board of 
education. 
7 .  Encourage all employees to become members of the team 
with each one understanding the relationship of his 
work to the total educational program. "7 
6suzanne W .  Humphrey, "School Board Policy: A Tool for Deci-
sion Making . "  Illinois School Board Journal 49 (July-August 1981); 1 6 .  
7smith and Smittle, The Board of Education and Educational 
Policy Development, p .  4 .  
7 
The School Management Foundation of Illinois offers further 
reasons why written policy is indispensible to boards of education 
by offering the following list of advantages :  
1 .  Policies eliminate school district confusion in all 
areas of management .  
2. The board delegates to the administration the authority 
to handle problems. 
3 .  The process o f  revising and developing a policy becomes 
an educational tool. 
4. Written policies foster stability and continuity for the 
district. 
5 .  Policies are legal documents.  
6 .  Policies inform everyone about the board philosophy , 
intents , and goals. a 
More specifically, Max Smith and W .  Ray Smittle contend that 
" . . .  members of boards which have developed written policies w.ere judged 
superior in the following ways: 
1 .  They are more likely to adhere to their policy-making 
and legislative function. 
2 .  They are more tactful and sympathetic to groups of 
teachers or patrons . 
3 .  They exhibit better understanding o f  how community 
groups think and act. 
4. They are more likely to resist pressure groups which 
are not primarily interested in the good of the school 
system. 
5. They are more willing to spend time outside of the com­
munity in promoting the welfare of the public schools.  
8 
School Management Foundation of Illinois , "The Development 
of a School District Policy Manuel" , p .  4. 
8 
6 .  They are more willing to devote time t o  promoting the 
welfare of the schools within the conununity. 
7 .  They are more willing to speak to community groups for 
the purpose of interpreting school needs . 
8 .  They feel greater responsibility for improving education 
throughout the state. 
9 .  They more generally display both tact and firmness . 
1 0 .  They are better able to sense and identify problems of the 
school and to assist in determing workable solutions . 
1 1 .  They make a greater effort to understand their own 
functions , duties, and responsibilities. 
1 2 .  They are more likely to accept criticism without offense. 
13.  They appear to be better informed concerning the cultura l ,  
human , and financial resources o f  the community. 
1 4 .  They are . more vigorous in seeking financial support for 
schools . 
1 5 .  They have a better understanding o f  the purposes and 
objectives of modern schools . "9 
The development of good policy statements require a well-
conceived philosophy and clearly defined intents and goals by the 
board of education. The statements,  " . . .  must be broad enough in 
scope to cover a variety of possible situations and carefully form­
ulated to be useful over a period of time. 1110 In addition, " . . .  the 
best time to develop or revise board policy is before you actually 
need to . If  you have a policy in place that says what you want it 
9smith and Smittle, The Board of Education and Educational Policy 
Development, pp . 44-4 5 .  
10walter H. Warfield and Max Weaver, "Apply These Standards to 
Evaluate Your Board Policies . "  Illinois School Board Journal 49 
(July-August 1981 ) :  1 7 .  
9 
to say before a problem arises, then no one legitimately can claim 
later that the policy is discriminatory or designed to harm some 
and favor others. 1 1  ll 
Good policy statements contain several key elements . They 
must establish why the board desires or needs a particular policy 
and what goal or objective will be accomplished by its formulation. 
They must furthermore state who will perform the task or action, 
thus clarifying the governance role of the board and the manage-
ment role of  the administration. In addition, they must involve 
a time limi t ,  indicating when the action is to be performed or 
completed. The presence of these elements will not completely 
ensure the success of a particular policy, however ,  since local 
politics may necessitate some deviation . Nevertheless , they will 
certainly aid in providing consistency to the board ' s  directives. 
Walter Warfield and Max Weaver reiterate several of these 
elements in the following list o f  criteria for a good policy: 
1 .  The policy must be reasonable and necessary to the 
educational program. 
2 .  The subject matter o f  the policy must be within the 
scope of school board authority. 
3 .  The policy must be adopted through proper school 
board procedures .  
4. The policy must not violate any constitutional or 
contractual rights. 
1 1  
Robert Beebee and Albert Broadway , " I f  You Heed These Safety 
Tips, You ' ll Forge S tronger Policies for Your School Board and Keep 
Heated Criticism Below the Flashpoint . "  American School Board 
Journal 1 7 1  (March 1984): 1 3 .  
10 
5 .  The policy must be communicated to those it will 
effect. 1 2  
Perhaps the most important of these criteria, especially from a 
public relations viewpoint, is to ensure that the policy is com-
municated to those who must abide by i t .  Ordinarily this would 
mean faculty, staf f ,  and students . However, when the policy 
effects the general public, and they are unaware of its existence, 
it becomes a vulnerable target for unwanted opposition. 
The process of revising and updating board policy should 
begin with a review o f  existing policies, handbooks , and board 
minutes from the past three to five years. While this is 
usually the responsibility of an administrative team or the 
individual responsible for writing the revis ion, " . • .  the board 
of education should determine which policies established in the 
past no longer apply, are obsolete or vague , or are in conflict 
with each other; and what areas of school operation do not seem 
to be clearly covered by adequate policies. 1113 These areas then 
may be assigned to the respective committees or groups specifically 
designated to make suggestions regarding additions , revisions, or 
changes . 
Furthermore, consideration must be given to the presence or 
absence of board policy in matters which may legally affect the 
educational or employment interests of students or staff members . 
1 2  Warfield and Weaver , "Apply These S tandards to Evaluate Your 
Board Policies " ,  p .  1 8 .  
1 3smith and Smittle, The Board of Education and Educational 
Policy Development, p .  24.  
1 1  
While " • . .  federal law, federal guidelines , the courts, and 
the state government are unending sources of  policy for the local 
district, 1114 those which may cause potential litigation should, 
with appropriate professional help, be removed. 
In addition, policy statements ,  which are written direc-
tives of the board, should be separated from rules and regula-
tions, which " . • .  spell out the explicit procedures for admin­
istrators to follow. 1115 Brian Braun, formerly with the School 
Management Foundation of Illinois, and now associated with the 
law firm of Miller, Tracy, Braun, and Wilson, Ltd . ,  in Monticello , 
Illinois indicates the differences may be further simplified in 
that written rules and regulations may reasonably be expected 
to change from year to year, while policy statements tend to re-
main in tact over a longer period of time . Local preference, 
however, may necessitate some modification to this practice . 
Nevertheless ,  " . . .  how policies are checked and rechecked� 
edited and revised , and placed on the board agenda for official 
approval,  disapproval,  or referred back for further revision is 
up to a board ' s  internal procedure."1 6  However , as Robert Beebee 
and Albert Broadway conclude , " . . .  the secret is to involve people 
14
Brodinsky, How a School Board Operates, p. 3 1 .  
15
Larry Janes, "Administrative Rules Put Board Policies to 
Work. " Illinois School Board Journal 49(July-August) : 1 8 .  
16
Brodinsky , How a School Board Operates , p .  33.  
12 
making decisions that will affect them directly . 11 1 7  
The organization and construction of  the handbook itself 
must also be given a great deal of consideration. The School 
Management Foundation of Illinois offers the following suggestions : 
1 .  The policy categories will cover the areas o f  board 
responsibilities and district operations. 
2. A coded policy classification system will allow for 
statements to be easily and quickly located. 
3 .  The policy index is expandabl e .  
4. Related policy topics are grouped together. 
5 .  Only one policy statement will appear on each page. 
6 .  The policy manual will be a ring-binder book for easy 
removal and insertion of pages.  
7 .  Whenever possible, the policy statement will indicate 
references to the School Code of  Illinois , case law, 
or federal/state rules and regulations. 
8 .  The word "adopted" and the correct date o f  adoption . 
9 .  Policy statements are worded clearly, precisely, and 
allow no room for ambiguity. 
1 0 .  The first index page of  each section will be titled 
and tabbed for accessibility . 18  
Policy statements should be clear, concise, cover areas of  
board responsibility and district operations . They should also 
group related topics together, and wherever possible, indicate 
17  
Beebee and Broadway, "If  You Heed These Safety Tips You ' ll 
Forge Stronger Policies for Your School Board and Keep Heated 
Criticism Below the Flashpoint" , p .  42. 
18school Management Foundation of Illinois, "The Development 
of  a School District Policy Manuel",  p .  3 .  
13  
reference to the appropriate legal source. The handbook should 
be expandable, allow for easy removal and insertion of pages, be 
tabbed for accessibility, and have the correct date of adoption 
on each policy. However, since an entire page must be removed 
from the handbook each time there is a revision , local preference 
may require that it contain more than one policy. This would in 
no way detract from the overall ability to add or delete items 
as the need arises. 
Similarly , there are a myriad of acceptable methods of coding 
the handbook. Among the more popular are systems with a numer ical 
basis used by "Educational Policy Services o f  the National School 
Board Association11 19 and the "School Management Foundation of 
Illinois , 1120 and those which advocate letters of the alphabet, 
such as the "Davies-Brickell System of the Croft Educational Ser­
vice. 112 1  This writer believes that for most people, a sequence 
of numbers is more quickly recognizable than letters of the alph-
abet , and has adopted a variation of the School Management Found-
ation o f  Illinois method, as presented in Figure I .  Making the 
decision of which one to use, however, is purely a matter of pre-
ference. 
A physical procedure for keeping all policy handbooks within 
the school district actively updated with revised policies must 
19Ibid. p .  16 . 
20rbid. p .  1 7 .  
2 1 Ibid . p .  1 6 .  
1 4  
FIGURE I 
CATEGORIES USED IN CODING 
THE POLICY HANDBOOK 
School District Organization 
Board of Education 
Fiscal Operations 
School Administration 
Personnel 
Students 
Instruction 
Community/School Relations 
Non-Instructional Ooerations 
15 
100 . 
200. 
300. 
400. 
500. 
600. 
700 . 
800. 
900. 
also be determined.  Max Smith and W .  Ray Smittle suggest that : 
" • • •  at the end of the school year all copies o f  the 
policies are returned by the school personnel to 
the office of the board of education. Changes made 
by the board at its annual meeting for revising 
policies are inserted in each copy by the clerical 
staff .  Each employee is given his copy of board 
policies in September for use during the school 
year. 1122 
Once the handbook has been revised and updated , it should 
" . . .  represent the combined thinking and agreement of all groups 
concerned , 1123 and be ready for a first reading before the board. 
Simply adopting new policies, however, does not end the process 
of putting them to work . Ben Brodinsky concludes that the fol-
lowing steps are necessary: 
1. Inform, publicize , disseminate. 
2 .  Implement ,  enforce, police. 
3 .  Evaluate, revise, and start over again-if necessary. 24 
Max Smith and W. Ray Smittle further support this contention by 
stating that " . . .  policy can have no real value unless it is con-
stantly revised, and subject to constant scrutiny . "25 
In essence, each step of the revision process is necessary and 
22 
Smith and Smittle , The Board of Education and Educational 
Policy Development,  pp.  46-47. 
23
Ibid. pp. 24-25 . 
24 . Brodinsky , How a School Board Operates , p .  33.  
25smith and Smittle , The Board of Education and Educational 
Policy Development, p .  46 . 
16 
important in its own right. However, " . . .  the adoption of written 
policies . • .  will not in itself guarantee that the local board o f  
education will do its work more effectively. Each member must 
hold himself responsible for knowing the content of the policy , 
the reason for its formation, and the effect of its operation 
upon the total educational program of the school district. 1126 
26
Ibid. p .  3 .  
17 
CHAPTER III 
SUMMARY, CONCLUSIONS, RECOMMENDATIONS 
Sunnnary 
Boards of Education must become more effective and effi-
cient in order to meet the changes which seem to occur with in­
creasing rapidity in today ' s  educational forum. Emphasis on re­
form and accountability demand that prudent decisions be made ,  
often within a limited period o f  time. Consequently, it is essen­
tial for school boards to use their time wisely and advantageously. 
Keeping this in mind , it becomes important that they have 
access to an updated , well-organized policy handbook, and utilize 
it routinely in the decision making process. Regular use will: 
lend more credibility to board actions, foster more stability and 
continuity during periods of transition, clearly delineate the 
functions of both the board and its employees , and enable new 
board members to become more skillful and knowledgeable in a 
shorter period of  time. In addition, it will clearly facilitate 
the decision making process. 
Conclusions 
Based on a review of current literature, the writer comes 
to the conclusion that there is no best method for revising 
and updating a board policy handbook. The research presents 
18 
a variety of data on the benefits and development of written 
policy, and various methods utilized in revision, organiza-
tion, and codification. While slightly divergent ideas and 
techniques are proposed, common ground is shared by the demand 
that they be legally sound , comprehens ive , practical, easily 
accessible, and continually evaluated and updated . Thus , while 
there are many potential approaches for creating a workable 
policy handbook, this writer concludes that the method presented 
in this field experience could be implemented by any school dis-
trict, including Cowden-Herrick High School District #188.  
Recommendations 
The writer recommends that the procedure and format for up-
dating and revising the board policy handbook be adopted by 
Cowden-Herrick High School District #188.  While many suggestions 
were incorporated from proven methods proposed by the School 
Management Foundation of Illinois and other individuals with 
expertise in the field, local traditions and accepted methods 
' 
of operation were also considered . Furthermore , the Board of 
Education and administration should cause the handbook to be 
evaluated and updated on a regular basis, using procedures and 
guidelines proposed herein when writing and implementing new 
policies. 
The productiveness of this field experience will be deter-
mined by the extent to which it is used. Increased utilization 
will allow the board to discharge its functions more expeditiously 
and facilitate the decision making process. 
19  
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COWDEN-HERRICK HIGJI SCHOOL DI STRICT 11188 
STATEMENT OF POLICY OF THE BOARD OF EDUCATION OF 
COWDEN-HERRICK HIGH SCHOOL DISTRICT #188 
IN SHELBY COUNTY 
SCHOOL DISTRICT ORGANIZATION 
PREAMBLE 
100. 
101 . 
The Constitution of the State of Illinois establishes a system of "Free 
Common Schools" for the children of the State. The General Assembly has 
enacted laws to regulate the schools, and has delegated the inunediate control 
of the schools to local Boards elected by the voters residing within the 
various school districts. 
The Board of Education of Cowden-Herrick High School District #188, 
therefore serves as an agent of the State in conducting the school within 
the district in accordance with the laws, and at the same time, is responsible 
for carrying out the will o f  the people of the district within the limitations 
of such laws . 
To establish a guide for the Board of Education and administrative staff, 
this written statement of policy is prepared. I t  also serves the additional 
purpose of informing the residents of the district of the philosophy and atti­
tude of their Board of Education. I t  must be understood that policies herein 
expressed are subject to change as may be indicated by law under the following 
provisions : 
1. Demonstrated improved techniques 
2 .  Experience 
3 .  Statutory changes 
4 .  Expressions o f  the will of the people 
Therefore, the Board of Education of Cowden-Herrick High School District 
#188, of Shelby County, State of Illinois, adopts the following handbook which 
is hereby designated as their official policy manual. 
Betty Buchanan , President 
Mary Kirkbride, Secretary 
Adopted������ 
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COWDEN-HEKRICK HIGII SCHOOL DISTRICT 11188 
SPECIFIC OBJECTIVES 
1 .  To provide opportunities which help students master basic skills 
of reading , communication, computation, and problem solving. 
2. To provide an environment which helps students develop a positive 
attitude toward learning. 
3. To help students develop a positive attitude toward themselves and 
others of differing cultures and social patterns. 
4. To provide opportunities for students to understand and practice 
democratic ideas and ideals. 
5. To provide experiences which help students adjust to a world of 
change .  
6. To provide students with training for the world of work . 
7. To help students in the development of citizenship . 
8. To provide experiences which will help students develop the ability 
to use leisure time productively . 
9. To help students develop an appreciation for culture and beauty. 
10. To provide equal educational opportunities for all s tudents .  
Adopted 
25 
105 . 
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DEFINITIONS 
ATTENDANCE AREAS 
COWDEN-HERRICK HlGJI SCHOOL DISTRICT 11188 
---------------------
107 . 
107 . 0 1  
A territory within the school district with boundaries established by 
the Superintendent ,  within which boundaries all children of the school herein 
designated attend . 
Adopted 
26 
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BOARD 
COWDEN-HERRICK HlGJJ SCHOOL DI STRICT 11188 
1 0 7 . 0 2  
As used herein, shall b e  deemed to be synonomous with the terms School 
Board of Education, and shall designate that body to which the Legislature 
of the State of Illinois has delegated the duty of governing school districts 
in population areas of not more than 500, 000 inhabitants. 
Adopted 
27 
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HIGH SCHOOL 
COWDEN-HERRICK HIGll SCHOOL DISTRICT 11188 
107 . 0 3  
Specifically a s  applied to this Distric t ,  the building wherein grades 
nine through twelve are taugh t .  
28 
Adopted������ 
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DISTRICT 
COWDEN-HERRICK HlGJI SCHOOL DISTRICT 11188 
107 . 04 
Wherever used herein without any o ther qualification, it shall be deemed to 
mean the Cowden-Herrick High School District #188 , and more specifically, the 
territorial area of said district. 
29 
Adopted 
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COWDEN-EERRICK HlGll SCHOOL DISTRICT 11188 
POLICY 107.05 
As used herein, the term policy means all statements intended as guide­
lines for the Board of Education, the Superintendent, other administrative 
personnel ,  instructional personnel , non-instructional personnel ,  and the 
students of the District .  
Adopted 
-------
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SUPER INTEND ENT 
COWDEN-HERRICK HJ.C.Jl SCHOOL DISTRICT 11188 
107.06 
Whenever used herein, shall mean the person who will have charge of the 
administration of the school under the direction of the Board of Education. 
Adopted 
------
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EXECUTIVE SESSION 
C:OWDEN--Hl�RRTCK HIGH SCHOOL DISTRICT 11188 
107 . 07 
A private meeting of the committee of the whole of  the Board of Education, 
from which the public and the press are specifically excluded, but at which no 
official action can be taken. 
32 
Adopted 
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"HIS O R  HER" 
COWDEN-HERRICK HIGJl SCMOOL DISTRICT /)188 
107 .08 
Use of words importing the masculine gender include the feminine gender 
wherever the context so requires .  
Adopted������ 
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COWDEN-HEKRICK HIGH SCHOOL DISTRICT //188 
BOARD OF EDUCATION 200. 
POWERS AND DUTIES OF THE SCHOOL BOARD 201 . 
The Board of Education of Cowden-Herrick High School District #188 is 
the representative body with the responsiblity and the authority for the 
School District. It derives its powers from statutes of the Legislature of 
the State of Illinois, and is legally responsible for the effective operation 
of the educational services of the District. It can exercise its powers only 
when duly assembled in meeting, and board members exercise their authority 
only through a legally convened meeting of the board. 
Adopted 
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COWDEN-HERRICK HIGll SCHOOL DISTRICT 11188 
-·-- - ---------------
BOARD MEMBER AUTHORITY 202. 
Because all powers of the Board o f  Education lie in its action as a group , 
individual Board members exercise their authority over district affairs only 
as they vote to take action at a legal meeting of the Board . 
In other instances , an individual Board member, including the chairman, 
shall have power only when the Board , by vote, has delegated authority to 
him or her. 
It shall be the policy of the Board to make its members, the district 
staff ,  and public aware that only the Board has authority to take official 
action. 
37 
Adopted ___ �--
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BOARD ELECTIONS 
COWDEN-J.!ERRICK HIGll SCHOOL OISTR1CT 11188 
- -------- --· 
205. 
An election will be held on the first Tuesday after the first Monday of 
November on uneven numbered years ,  for the purpose of electing members of the 
Board of Education. The election will be conducted in accordance with election 
laws of the State of Illinois in effect at the time o f  any election. 
38 
Adopted 
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COWDEN-HERR_ICK_HJ[:.!_l__SCHOOL _DISTRICT //188 
BOARD MEMBERSHIP 
The Board of Education shall consist of seven members which shall be 
elected to a term o f  four years, pursuant to law. Each member shall be a 
citizen of the United States, of the age of 18 years or over , a resident 
of the State and of the territory of the district for at least one year 
immediately preceding his election , a registered voter, and not a school 
trustee or school treasurer. 
Adopted 
2 1 5 .  
39 -------
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COWDEN-HERRICK l:IIGJJ SCHOOL DISTRICT 11188 
BOARD MEMBER RESIGNATION 2 2 1 .  
The Board believes that any citizen who files for and seeks election to 
the Board should do so with full knowledge of and appreciation for the invest­
ment in time, effort, and dedication expected of all Board members and that 
the citizen ' s  intent to serve reflects his or her intention to serve a full 
term of off ice . 
However , for reason of health, change in domicile, or any other compelling 
reason a member does decide to terminate service , the Board requests earliest 
possible notification of intent to resign so that the Board may plan appropri­
ately for this exigency .  
40 Adopted 
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BOARD VACANCIES 
COWDEN-I-!ERRICK HIGJI SCHOOL DISTRICT //188 
222.  
Whenever a vacancy (s) occurs on the Board of Education, the remaining 
members shall fill the vacancy (s) , with the appointment (s) to extend until 
the next election. Should the Board fail to act within thirty (30) days after 
the vacancy occurs , the Regional Superintendent of Schools , shall, within 
thirty (30) days , fill all such vacancies. 
Adopted 
------
4 1  
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BOARD OFFICERS 
PRESIDENT 
COWDEN-HERRICK HJ.Gil SCHOOL DISTRICT 11188 
245 . 
245.01  
A.  Election: The Board shall elect one of their members as President to 
serve for two (2) years , or until his successor is duly elected. He 
shall receive a majority of all the votes of the entire Board before 
being declared elected. 
B. Dutie s :  The President shall preside at all meetings of the Board at 
which he shall be present, sign all documents as required by law, call 
special meetings , and perform such o ther duties as are imposed by law 
or conferred upon the off ice by action of  the Board of  Education. 
C .  Absence : In the absence of the President, the Board Members shall 
delegate a member to convene the meeting and preside over the election 
of a President Pro-tempore. 
Adopted! 
-------
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COWDEN-HEKRICK HIGJI SCHOOL DISTRICT //188 
SECRETARY 245.03 
A. Election: The Board shall elect one of their members as Secretary to 
serve for two (2) years , or until his successor is duly elected. He 
shall receive a majority of all the votes of the entire Board before 
being declared elected. 
B. Duties: The Secretary shall keep or cause to be kept,  an accurate 
and complete record of Board proceedings , sign all document s ,  and 
complete all papers and notifications as required by law or Board 
action. 
C. Absence: In the absence of the Secretary, the President shall appoint 
a Secretary Pro-tempore from among the members present. 
43 
Adopted�--��-
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COWDEN--HERRICK HIGll SCHOOL D I STRICT 11188 
·- ---- -·-- --
TREASURER 245 . 04 
A. �ppointment: The Treasurer shall be appointed by the Board, and shall 
not be a member of the Board . The term of office shall be "at the 
pleasure of the Board" . 
B. Salary: The salary of the Treasurer is to be determined at the time 
of employment .  
C .  Duties : The treasurer shall be official custodian of District fund s ,  
and shall authorize them to be paid out only as directed by the Board. 
Adopted 
-------
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BOND OF TREASURER 
COWDEN-HERRICK HIGll SCHOOL DI STRICT //188 
245 . 05 
The Treasurer shall execute a bond, with a surety company authorized to 
do business in the State of Illinois, payable to the School Board . 
The penalty of the bond shall be the amount of all bonds , notes, mor tgages , 
moneys, and effects of which the Treasurer is to have custody . The penalty of 
the Bond shall be increased or decreased as the increase or decrease in the 
amount of notes, bonds, mortgages , moneys , and effects shall require. 
The bond shall be approved by at least a majority of the full membership 
of the School Board . The bond shall be filed with the Regional Superintendent 
of Schools no later than July 3 0 .  
Leg. R ef . :  IL Rev. Stat . ,  ch . 1 2 2 ,  para. 8-2 (1983) . 
45 
Adopted 
-------
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COWDEN-HERRICK HIGJI SCHOOL DISTRICT 11188 
BOARD COMMITTEES AND APPOINTMENTS 248. 
There shall be no standing committees of the Board. Special connnit tees 
may be utilized, but shall be discharged when their purpose is completed, or 
sooner , by a majority vote of the Board . A member or members of the Board, 
or school staf f ,  may be appointed to represent the school with such authority 
as the Board may from time to time delegate . 
46 
Adopted 
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COWDEN-HEl\RICK HIGJl SCHOOL DISTRICT 11188 
BOARD MEMBER INSURANCE 
The Cowden-Herrick High School District #188 shall maintain adequate 
insurance to protect the district and its Board of Education . . •  against 
loss because of fire, damage of school property, loss to other property , 
or general liability resulting as a responsibility of  the school district 
and its Board . . .  while acting in behalf of the school district. 
Adopted 
47  
250. 
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BOARD ATTORNEY 
COWDEN-HERRICK HIGJI SCHOOL DISTRICT 11188 
252 . 
The Board shall appoin t ,  either on an as-needed or retainer basis, an 
attorney to serve as school attorney . His or her primary function is to 
provide professional legal counsel and representation to the Board and 
Superintendent.  The attorney shall serve at the Board ' s  p leasure and be 
compensated at a mutually agreed upon rate. 
Adopted 
48 
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BOARD MEETINGS 
COWDEN-HERRICK HIGll SCHOOL DISTRICT #188 
ORGANIZATIONAL MEETINGS 
270.  
270 . 0 1  
The Board of Education shall meet and organize on the date, and a t  the 
time of the regular board meeting in the month of November , unless said date 
will not occur within seven days after the November nonpartisan election, as 
stipulated in Section 10-16 of the Illinois School Code . In this case, a 
special meeting shall be called under provisions of Cowden-Herrick High School 
District policy 270 . 0 3 .  
49 
Adopted ������ 
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REGULAR MEETINGS 270.02 
Regular meetings of the Board of Education shall be held in the so desig­
nated Cowden-Herrick school buildings on the second Thursday of each month . 
Members of District #188 shall meet jointly with District #11 at  7 : 00 P .M. 
standard time and 8 : 00 P .M. daylight saving time. 
50 
Adopted�-----
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COWDEN·-HERRICK HIGll SCHOOL DI STRICT // 1 88 
SPECIAL MEETINGS 270 . 03 
Special meetings may be called by the President, or by any three 
members of the Board , by giving forty-eight hours notice thereof in 
writing , and stating the time, place, and purpose of the meeting. No 
business shall be transacted at such meeting except that for which it 
was called. 
5 1  Adopted ------
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ORDER OF BUSINESS 
COWDEN-HERR ICK HIGH SCHOOL DI STRICT 11188 
· - ---------·---·----------
270 . 04 
The following order of business shall prevail at all regular meetings : 
1 .  Call to Order 
2 .  Roll Call 
3. Approval of Minutes 
4 .  Approval o f  Board Bills 
5 .  Business Items Listed on the Agenda 
6 .  Public Comments 
7.  Principal ' s  Building Report 
8 .  New Business 
9 .  Adjournment 
52 
Adopted ___ �--
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QUORUM 
COWDEN-1-!ERRICK HIGJl SCHOOL DI STRICT 1/188 
2 7 0 . 05 
Any four members of the Board in attendance at any regular or specially 
called meeting shall constitute a quorum, and allow the Board to conduc t 
business. 
53 
Adopted 
Page 1 of 1 
VOTING 
COWDEN-HERRICK HIGH SCHOOL D I STRICT 11188 
270 . 06 
A roll call will be used in transacting all Board business concerning 
the expenditure of district fund s .  A majority vote of  a l l  members present 
is necessary to exercise the power of the Board of Education. The President 
shall be entitled to vote on all matters. 
54 
Adopted.������ 
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COWDEN-l-!EKRICK HIGH SCHOOL DISTRICT 11188 
·- - --- --- ------------
EXECUTIVE SESSIONS 270 . 07 
The Board of Education has the obligation to conduct meetings which are 
open to the public. However, it is recognized that where the reputation of 
school personnel is involved , and in other situations recognized by law, 
executive sessions are required . Executive sessions may be called by an 
affirmative vote of a majority of the members of the Board present at the 
meeting. 
5 5  
Adopted 
-------
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RULES OF ORDER 
COWDEN-HERRICK HIGll SCHOOL DI STRICT /Jl88 
· ------ ----------------
270 . 08 
Except as otherwise provided by law or by the Board, meetings of  the Board 
shall be conducted in accordance with Robert ' s  Rules of  Order. All votes shall 
be taken by "yes" and "no" votes and all individual votes shall be recorded. 
Adopted 
56 
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COWDEN-HERRICK HIGll SCHOOL DISTRICT //188 
CONDUCT OF THE MEETING 270 . 09 
The President shall decide all questions relative to points of order , 
subject to an appeal of the Board . 
57 
Adopted������ 
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COWDEN--HERRICK HIGJI SCHOOL DISTRICT 11188 
PUBLIC NOTICE OF MEETINGS 2 7 0 . 1 0  
Public notice of meetings of the Board of Education shall b e  given as 
prescribed by law. 
58 
Adopted 
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COWDEN-HERRICK HIGH SCHOOL DISTRICT # 1 88 
PUBLIC COMMENTS AT BOARD MEETINGS 2 7 0 .  11 
The Board desires citizens of  the district to attend its sessions so 
that they may become better acquainted with the operation and programs of  
the schools and that the Board may have opportunity to hear the wishes and 
ideas of the public . Meetings of  the Board shall be open to the press and 
public . However, the Board reserves the right to meet privately for execu­
tive sessions as allowed by Chapter 102 , Sections 41-46 of the Illinois 
Revised Statutes. This section of the statutes is officially titled An Act 
in Relation to Meetings , and is regularly referred to as "The Open Meetings 
Law" . While some deliberations may occur in a closed meeting , all action 
must occur in open session. 
In order to assure that persons who wish to appear before the Board 
may be heard and , at the same time, conduct its meetings properly and 
efficiently , the Board adopts as policy the following procedures and rules 
pertaining to public comments at Board meetings . 
1 .  Any individual desiring to speak shall give his or her 
name, address,  and the group , if  any , that is represented . 
2 .  The presentation should be as brief as possible. Unless 
an extension of time is granted , a speaker shall be 
limited to five minutes/or ten minutes per group on the 
same subject. 
3 .  Speakers may offer such objective criticisms of  school 
operations and . programs as concern them. But in public 
session, the Board will not hear personal complaints of 
school personnel nor against any person connected with the 
school system. Other channels provide the Board considera­
tion and disposition of legitimate complaints. 
The Board vests in its president or other presiding officer authority 
to terminate the remarks of any individual when they do not adhere to the 
rules established above. 
Persons appearing before the Board are reminded , as a point of informa­
tio� that members of  the Board are without authority to act independently as 
individuals in o fficial matters. Thus,  questions may be directed to individ­
ual Board members, but answers must be deferred pending consideration by the 
full Board. 
59 
Adopted 
-------
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---- ---- -6·---.. --·-·-·----
BOARD - TIME LIMIT ON MEETINGS 270 . 1 2  
I t  shall b e  the policy o f  the Board of Education o f  Cowden-Herrick High 
School District #188 to close regular meetings of the Board of Education by 
11:00 P .M. , unless agreement is reached by a majority o f  those members present, 
to extend i t .  
60 
Adopted 
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COWDEN-1-!ERRTCK HIGH SCHOOL DISTRICT 11188 
BOARD - EVALUATION OF PERSONNEL 2 7 1 .  
I t  shall be the policy o f  the Board o f  Education o f  Cowden-Herrick High 
School District #188, to schedule a special meeting during the month of  
February, for the express purpose of  personnel evaluation. Such meeting 
shall be held in executive session, as prescribed under state law, and is 
not open to the general public. 
61 
Adopted 
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COWDEN-HERRICK HlGll SCHOOL DISTRICT // 1 88 
·--··----------·-- -· 
ADMINISTRATION IN POLICY ABSENCE 272. 
The superintendent shall have the power to implement action within the 
school sys tem i f  an emergency situation should develop for which the School 
Board has provided no administrative guidelines.  However ,  the superintendent ' s  
decision shall b e  subj ect t o  review b y  the Board a t  its next regular meeting. 
It is the superintendent ' s  duty to inform the Board of any such action and 
of the need for an official policy. 
62 Adopted ------
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COWDEN--HERRICK HIGH SCHOOL DISTRICT 11188 
BOARD/'SUPERINTENDENT RELATIONSHIP 273.  
The superintendent shall be the chief executive officer of the Cowden­
Herrick School Board and shall be responsible for the professional leadership 
and skill necessary to translate the will of the Board into administrative 
action . 
The superintendent shall be responsible for all aspects of school ,opera­
tion and for such duties and powers pertaining thereto as the Board may direct 
or delegate . The superintendent may delegate responsibility and the authority 
necessary to discharge i t  to other officials and so develop such procedures 
and regulations as he or she considers necessary to ensure efficient operation 
of the schools. 
The Board assumes that the superintendent is professionally able and 
possesses outstanding qualities of leadership , vision, and administrative 
skill , and that the superintendent will implement all policies o f  the Board 
in good faith. 
The superintendent can assume that the Board will respect the superin­
tendent ' s  professional competence and extend to him or her full responsibility 
for implementation of Board policy decisions. In order that the superintendent 
may provide effective leadership,  the Board will delegate to the superintendent 
those powers which it considers advisable so to do. The superintendent can 
expect the Board to support the superintenden t ' s  decisions and administration 
of the school system. 
Adopted __ ���-
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COWDEN-HERRICK HIGll SCHOOL DISTRICT 1/ 1 88 
BOARD -. THE ILLINOIS FREEDOM OF I'NFORMATION ACT - ACCESS TO 
DISTRICT '·s PUBtIC RECORDS 
280. 
The School Board recognizes its obligations under the Illinois Freedom of 
Information Act to respond to written requests from all persons desiring access 
to and copying of the Distric t ' s  public records. 
Requests for access to the Distric t ' s  public records shall be in writing 
and shall be made to the Superintendent.  The Superintendent shall respond to 
each written request within 7 working days unless the time period for response 
is validly extended in accordance with the administrative procedures for dis­
closure of public records. 
If the Superintendent complies with the written reques t ,  the requester 
shall be given access to the designated requested District public records at 
the District ' s  central office, during regular working hours, in the presence 
of the Superintendent or the Superintenden t ' s  designee. 
Upon request ,  copies of the designated requested District public records 
shall be produced at the time of inspection. A fee,  which is reasonably cal­
culated to reimburse the District for the actual costs of reproducing and 
certifying the public records, may be charged. Such fees shall be set annually 
by a School Board resolution. 
In the event that a written request for access to public records is 
denied , in whole or in part, the Superintendent shall provide the requester 
with a written denial and notice of the right to appeal in accordance with 
the statutes and Distric t ' s  administrative procedures for disclosure of public 
records. 
LEG. REF. : IL Rev. Stat . ,  ch. 1 1 6 ,  para. 201 e t  seq . (1983) . 
Adopted������ 
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BOARD RECORDS 
COWDEN-l!ERRICK HIC:ll SCHOOL DISTRICT /1188 
281 . 
All records of the School Board shall be in the custody of the Superinten­
dent or the Superintenden t ' s  designee. Care shall be taken to protect the 
records from damage or loss . Important and historical records shall be pre­
served permanently ; in all cases records shall be retained for a period of  
at least three years or as provided by law. 
Records relating to the business affairs of the District and the pro­
ceedings of the School Board shall be made available for public inspection. 
Access to those records shall be granted in accordance with the Illinois 
Freedom of Information Act. 
LEG. REF . :  IL Rev . Stat . ,  ch. 1 2 2 ,  para. 10-21 .4  (1983) . 
IL Rev. Stat . ,  ch. 1 1 6 ,  para. 43 . 1 01 et seq . (1983) . 
IL Rev . Stat . ,  ch. 1 1 6 ,  para. 201 et seq. (1983) . 
65 
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AMENDMENT TO BOARD POLICY 283 . 
An amendment, addition, or deletion to Board of Education Policy may be 
introduced at any regular meeting of  the Board by any Board Member , or listed 
on the agenda by the Superintendent .  I f  such amendment, addition or deletion 
is duly moved and seconded, it shall be voted upon at the next regular 
meeting of the Board . For passage, such amendment ,  addition, or deletion shall 
have the favorable votes of a majority of those Board members present. 
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COWDEN-HERRICK HIGIJ SCHOOL D ISTRICT //188 
·------- ---·--- ------ ---
FISCAL OPERATIONS 300. 
GENERAL FUND 301 . 0 1  
The General Fund shall serve as the primary depository and disbursement 
for school funds covering the following areas: 
1 .  Education Fund 
2 .  Operations , Building , and Maintenance Fund 
3 .  Transportation Fund 
4 .  Fire, Health , and Safety Fund 
5 .  Illinois Municipal Retirement Fund 
6 .  Working Cash Fund 
7 .  Bond and Interest Fund 
Each month, at their regular meeting, the Board of Education will authorize 
the payment of legitimate bills against these individual fund s ,  which will then 
be paid through the Office of the Superintendent.  The Board Presiden t ,  Board 
Secretary, and School Treasurer must all sign a check in order to make payments 
from the General Fund . 
68 Adopted -------
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ACTIVITY FUND 
COWDEN--HERRICK HIGll SCHOOL DISTR1CT 11 188 
301 . 02 
Money collected for all organizations and classes of the school will be 
deposited in the Activity Fund. An accurate account shall be kept as to which 
organization collects and deposits the money. Each organization may then 
request a check to pay any necessary expense. The signature of the organization ' s  
sponsor and the Principal must appear on the request form before a check may be 
written on any accoun t .  An organization may not request a check for more money 
than is shown to be in the account o f  the organization. The Superintendent shall 
be authorized to sign checks against the Activity Fund. 
69 Adopted -------
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REVOLVING FUND 
COWDEN-HERRICK HIGll SCHOOL DISTRICT 11188 
301 . 03 
The Revolving Fund serves as disbursement for athletic officials , entry 
fees, conference dues, and other assorted expenses in both the athletic and 
academic areas of the school . An accurate record is kept of each disbursemen t .  
At each regular monthly Board Meeting, a check from the General Fund will be 
issued for the amount spent during the period, to again bring the balance up 
to $500 . 00 .  The Superintendent shall be the only person authorized to sign 
checks against the Revolving Fund . 
70 
Adopted 
-------
Page 1 of 1 
---
COWDEN-HERRICK HIGll SCHOOL DISTRICT 11188 
AUDITING 303.  
It shall be the policy of  the Board of  Education of Cowden-Herrick High 
School District #188 , that all school funds,  and all school receipts and 
expenditures, shall be audited annually by a licensed Certified Public Accoun­
tant appointed by the Board. 
7 1  
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ANNUAL BUDGET 
COWDEN-HERRICK HIGH SCHOOL DI STRICT 11188 
305 . 
The Board of Education shall adopt an annual budget in accordance with 
the provisions of the Illinois Municipal Budget Law. The fiscal year for 
school budget purposes shall extend from July 1 to June 30.  
The Superintendent shall annually make tentative budget recommendations 
to the Board,  and the Board shall approve a tentative budget no later than 
the regular July meeting of that year. The tentative budget shall be available 
for public inspection at the office of the Superintenden t .  
Not less than thirty (30) days after passage of the tentative budget, 
and no later than the regular September meeting , the Board shall hold a public 
hearing on the proposed budget ,  adopt a budget and appropriation ordinance, 
and adopt a resolution providing for the tax levy. 
Certificates of levy shall be filed with the clerks of all counties in 
which the district lies not later than December 30th of each year. A receipted 
copy of the certificate shall be obtained from each county clerk and kept on 
file. 
7 2  
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COWDEN-l!ERRTCK HIGll SCHOOL DI STRICT 11 1 88 
PURCHASING 307 . 
Efforts shall be made to secure the most suitable merchandise at the 
lowest price. To this end, two or more quotations shall ordinarily be 
secured before purchases are mad e .  On purchases of $5000 or more, competitive 
bids shall be secured . In every instance, a purchase order, signed by the 
Superintenden t ,  must be used. 
10-20,21 !llino±s School Code 
73 
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C:OWDEN-1-!ERRICK HIGll SCHOOL DI STRICT 11188 
ACCEPTANCE OF GIFTS 307 . 0 1  
The acceptance o f  gifts for personal use, associated with the purchase o f  
supplies and equipment i s  prohibited. 
74 
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COWDEN-HE!\RTCK HIGJI SCHOOL DISTRICT /)188 
DISPOSITION OF SCHOOL PROPERTY 309 . 
All school furnishings and equipment paid for or donated to the Board of 
Education are the property of the Board , and only they may dispose of it.  Any 
disposition of school property must be done in a reasonable,  prudent manner , 
and in accordance with state law . 
75  Adopted 
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COWDEN-1-!El{RICK HIGH SCHOOL DISTRICT 11188 
SCHOOL ADMINISTRATION 
ADMINISTRATIVE PHILOSOPHY 
1 .  Create an administrative team, delegate authority, and set up 
democratic processes and procedures in order to get maximum 
effort into all phases of local education. 
400 . 
402.  
2 .  Set up improvements in buildings and facilities , and require proper 
maintenance of same . 
3 .  Increase personnel morale through adequate salary, fringe benefits,  
and a chance to participate in decision making . 
4 .  Make in-service training a high priority, and make curriculum 
revision and evaluation a continuing program. 
5 .  Provide increasingly for students to assume more responsibility 
and to participate more fully in matters vital to them. 
6 .  S trive to develop articulation between grades and between 
buildings in the two districts. 
7 .  Update teaching materials and aids for the benefit of teachers 
and students. 
8 .  Strive to improve public relations. Use local lay personnel and 
local resources to the fullest as an aid to the educational process. 
9 .  Put increased emphasis on the occupational aspects of career 
development .  
10. Increase the emphasis on non-standard procedures , so that our 
teaching may become more child centered and less textbook 
centered . 
11 . Attempt to import to each child: 
a. Fundamental skills 
b .  Critical thinking 
c .  A belief in the worth of human life 
d .  The ability to adjust to change 
e .  Socially d e s i r ab le habits and attitudes 
f .  Respect for an understanding of the process of democracy. 
7 7  Adopted 
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SUPERINTENDENT 
COWDEN-HERRICK HIGll SCHOOL DI STRICT 11188 
SUPERINTENDENT-STATUS 
405 . 
405 . 0 1  
The Superintendent o f  Schools shall b e  the chief executive officer for 
the Board of Education. In general,  his most important functions are to put 
into effect the policies established by the Board, advise upon policies under 
consideration, and to supply information needed by the Board of Education to 
evaluate and appraise the success of its policies and the administration. 
78 
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COWDEN-HERRICK l:llGJJ SCHOOL DISTRICT 11188 
SUPERINTENDENT-DUTIES 405 . 02 
The Superintendent shall be responsible for the effective operation of 
all phases of the school services , including but not limited to the following : 
1 .  Attend all meetings and committees of the Board of Education , 
except when his own employment or salary are being considered. 
2.  Formulating and presenting to the Board the policies, plans, 
programs , curriculum, and proposals dealing with all phases of 
instruction and school operation which will help maintain and 
improve school conditions. 
3 .  Keeping the Board informed as to how policies are being carried 
out, as to the effectiveness of the policies, and as to the 
conditions and success of various school services. 
4.  Recommending the employment, promo tion, dismissal, and retire-
ment of all employees. He shall have full authority to assign 
duties and to transfer or alter duties, and to suspend any employee 
subject to Board approval . 
5 .  Organizing and operating a system of student transportation in 
the district. 
6 .  Making recommendations for f ixing the rate o f  pay of all non­
certified employees, and providing aid and information to the 
Board and/or i t s  negotiator , during negotiations with certified 
employees. 
7 .  Development of the annual budget ,  and transmitting i t  with 
recommendations for the Board ' s  consideration and action. 
8 .  Administering the budget as approved by the Board in accordance 
with the law and the expressed intent of the Board, and inter­
preting the budget to employees and the public.  
9 .  Directing the school in all meetings and all legal requirements of 
accrediting authorities. The Superintendent may make appropriate 
use of legal advice from legal counsel appointed by the Board. 
10.  Providing for the health and safety of students and staff . 
1 1 .  Being expressly authorized and encouraged to  establish written 
administrative instructions to supplement or implement the 
policies of the Board and any of its directives. Such administra­
tive introductions shall be consistent with the policies of the 
Board and Illinois law. 
79 
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405 .02 
12. Maintaining a continuous program of public information representing 
the school before the public and furthering understanding and whole­
some working relationships between the school and the community. 
1 3 .  Maintaining a continuous program of evaluation of the services of 
all employees. 
14.  Prepare an agenda for all regular Board meetings . 
1 5 .  Exercising such other duties and authority a s  may be required of 
the position or conferred upon the Superintendent by law or by 
the Board. 
Adopted 
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·-------· 
- -----
SUPERINTENDENT - TENURE OF OFFICE 405 . 03 
The Superintendent shall be hired by the Board no later than April 1 of 
the year in which the contract expires , or at any other time when the need 
arises. His annual tenure of office shall be for twelve months , commencing 
July 1 and ending June 30.  He shall be entitled to weeks vacation 
to be approved before hand by the Board . 
Notice of  intent not to renew a contract must be given in writing 
stating the specific reason therefor, no later than April 1 of the 
contrac t year, unless the contract specifically provides otherwise . 
A multiple year contract may be awarded at the discretion of  the Board. 
In the event of a multi-year contract ,  notice of intent not to renew the 
contract must be given by the Board or the Superintendent no later than 
April 1 of the year in which the contract expires , unless the contract 
specifically provides otherwise .  
Illinois School Code 10-2 1 . 4 ,  10-23 . 8  
81 
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COWDEN-HERRICK HIGll SCHOOL DISTRICT 11188 
SUPERINTENDENT-TEMPORARY VACANCY 405 .04 
If the Superintendent becomes incapacitated , the duties will be performed 
by an interim superintendent selected by the Board of Education. 
Adopted ------
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--- -··--------·----· -----
410.  
PRINCIPAL-RELATIONSHIP TO THE SCHOOL 4 10 . 01 
The Principal shall be the administrative officer of the school,  and 
shall be responsible to the Superintendent for the general policies and 
programs established by the Board of Education and the Superintendent.  He 
shall keep the faculty and s tudents informed of such policies, and shall 
provide the coordination and direction in c. arrying them out . 
83 
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COWDEN-HERRICK HIGJI SCHOOL DI STRICT //188 
PRINCIPAL-RELATIONSHIP TO THE BOARD 410. 02 
The Principal shall supply such information concerning the instructional 
program, the faculty, and the students , as the Superintendent or Board may 
require.  Presentation of such information will be directed by the Superin­
tendent.  
84 
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PRINCIPAL-RELATIONSHIP TO THE SUPERINTENDENT 4 1 0 . 03 
The Principal shall work under the direction of the Superintendent and 
shall consult him regarding the organization, plans, and procedures for 
operating the school . In addition, he shall continuously keep the Superin­
tendent informed of activities, plans, and problems relating to the school. 
Directions or information to be issued to faculty, staf f ,  or students by 
the Superintendent may be relayed through the Principal . 
85 
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PRINCIPAL-RELATIONSHIP TO THE STAFF 410 . 04 
It  shall be the duty of the Principal to visit the teachers in their 
classroom to observe their teaching , and counsel them on matters of instruc­
tional improvement, using procedures set forth in the current collective 
bargaining agreement.  He shall endeavor to improve instruction by improving 
the curriculum, instructional materials, procedures , and conditions. It  shall 
also by the duty of the Principal to assist the Superintendent in the 
execution of all administrative duties as outlined under administration, 
including selection and retention of staff. 
Adopted 
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--·---·----· 
PRINCIPAL-OTHER DUTIES AND RESPONSIBILITIES 4 1 0 . 05 
1 .  Be responsible for the smooth, effective operation of  the buildings 
of which said Principal is in charge. 
2 .  Be responsible for assignments of personnel , both for curricular 
and extra-curricular activities. 
3 .  Oversee pupil personnel services. 
4 .  Deal with disciplinary cases remanded to the office. 
5 .  Take an active part in school activities and associated functions . 
6 .  Direct the lunch program for the school district. 
7 .  Be responsible for maintaining good public relations . 
8 .  Attend all meetings o f  the Board o f  Education, except where the 
Principa l ' s  own employment or salary is being considered. 
9 .  Perform other duties as assigned by the Superintendent or required 
by the Board of Education. 
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PERSONNEL 500 . 
INSTRUCTIONAL STAFF-GENERAL EXPLOYMEN.T 505 . 0 1  
When vacancies arise, the Board of Education will em.ploY' personnel 
who meet the proper requirements for the position and are properly certi­
fied according to Document # 1 ,  0r meet other minimum requirements in 
accordance with the particular vacancY' and conformance with State Board of 
Education guidelines . 
90 
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COWDEN--I-!ERR_ICK HJ:...�.!_l _ _:SC!:fOOL pISTRICT 11188 
INSTRUCTIONAL STAFF-PHYSICAL EXAMINATIONS 505 . 02 
Prior to commencing their duties , each new teacher shall be required to 
furnish a physical, or statement from a duly licensed physician , certifying 
the individual is physically capable of performing their assigned duties and 
free from contagious or communicable disease .  The school district may require 
a physical examination or the re-examination of an employee by a physician of 
the district ' s  choice, but must pay for same . Evidence of freedom from 
tuberculosis must also be provided , as required by State law. 
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COWDEN-HERRICK HIGJI SCHOOL DISTRICT 11188 
INSTRUCTIONAL STAFF-ASSIGNMENTS 505 .03  
The instructional staff shall be under the authority of the Principal . 
It shall be the responsibility of the Principal to assign teaching duties , 
supervision , and sponsorships in a fair and equitable manner . 
Adopted 
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COWDEN-1-!ERRTCK HJ.Gil SCHOOL DTSTR1CT 11188 
INSTRUCTIONAL STAFF-EXTRA-CURRICULAR ACTIVITIES 505 .04 
It  is expected that a teacher will assume a reasonable share of extra­
curricular activities and routine tasks of maintaining a good instructional 
program in the school. The sponsor of an organization or class must clear 
any activity through the office, and consult the school calendar. Before 
ordering materials for any class or organization, both sponsor and Principal 
must indicate approval . The sponsor or sponsors shall chaperone and super­
vise all activities of the organization or class of which they are in charge. 
93 
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COWDEN-HERRICK HIGH SCHOOL DISTRICT 11188 
INSTRUCTIONAL STAFF-MEETINGS 505 . 05 
Teachers shall be required to attend any and all faculty meetings called 
by the Principal or Superintenden t ,  unless excused for a reasonable and 
sufficient cause by the same , as the case may be.  Teachers are also required 
to attend all district institute days, during and prior to the opening of 
school. 
94 
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COWDEN-HERRICK l:llGJl SCHOOL DISTRICT 11188 
INSTRUCTIONAL STAFF-ABSENCE 505 . 06 
Teachers are expected to notify the Principal of any contemplated absence 
at the earliest possible opportunity . An adequate outline of work to be done 
or lesson plans shall be available for a substitute teacher . 
9 5  
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COWDEN-HERRICK HIGll SCHOOL DISTRICT 11188 
INSTRUCTIONAL STAFF-STUDENT DISCIPLINE 505 . 07 
Teachers are expected to handle disciplinary matters in their classrooms. 
However , cases that cannot be so handled should be referred to the Principal . 
Prescribed discipline should be that as would be exercised by kind , firm, and 
judicious parents , which is in conformity with the school laws of Illinois and 
the policies of the Board of Education . While detention , suspension , and 
expulsion are listed in the Student Handbook ,  Cowden-Herrick High School does 
retain the option of administering corporal punishment ,  subject to guidelines 
established by the Illinois School Codes. Except in extreme emergency, teachers 
will not leave students unsupervised. Telephone calls are not considered 
emergencies. 
96 
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COWDEN-HERRICK HIGH SCHOOL DISTRICT #188 
INSTRUCTIONAL STAFF-LEAVES OF ABSENCE 505 .08 
The policy of  Cowden-Herrick High School District #188 relative to 
leaves of  absence shall be in conformity with the Illinois School Code , 
Section 222-6, and the agreement between the Board of  Education of  Cowden­
Herrick High School and the Cowden-Herrick Teachers Association, Local 3867 , 
which is currently in effect. 
97 
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COWDEN-HERRICK HIGJI SCHOOL DISTRtCT #188 
INSTRUCTIONAL STAFF-STUDENT RECORDS 505 . 09 
Teachers shall be required to keep such records as may be required by 
the administration and the Board of Education. Such records will be con­
sidered confidential, and any discussion or report of such records will be 
given only to authorized personnel , as provided by the Illinois School 
Stud e n t  Records Act. 
98 
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COWDEN-1-!E]{RTCK HJ.Gil SCHOOL DI STRICT 11188 
INSTRUCTIONAL STAFF-PERSONNEL RECORDS 505 . 10 
I t  shall be the responsibility of  each teacher to see that his or her 
transcript of  credits and record o f  teaching service are on file in the 
office of the Superintendent . Evidence of registration of  a proper teaching 
certificate and required payroll information must be on file in the office 
of the Superintendent on an annual basis, before any salary is paid. 
99 
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COWDEN-HERRICK HIGIJ SCHOOL DI STRICT 11 1 88 
INSTRUCTIONAL STAFF-CONTINUED CONTRACTUAL SERVICE 505 . 1 1  
It shall be the policy of Cowden-Herrick High School District #188 that 
probationary periods and tenure rights of teachers shall conform to the pro­
visions of the Illinois School Code. In any case where i t  becomes necessary 
to dismiss a teacher,  the provisions of the School Code, as interpreted by 
the courts,  shall be observed . Continued contractual service shall cease at 
the end of the school year following the seventieth (70) birthday of any 
teacher, and any subsequent employment of said teacher shall be on an annual 
basis. 
Adopted�-��--
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C:OWDEN-HERRTCK HIGJJ SCHOOL D I STRICT /)188 
INSTRUCTIONAL STAFF-CONTRACTS 505 . 12 
Contracts with all instructional personnel employed by District #188 , 
except substitutes, shall be in writing and signed by the Officers of the 
Board. The form of contract used shall be fixed by the Board . 
101 
Adopted 
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COWDEN-HERRICK HIGJJ SCHOOL DI STRICT 11188 
INSTRUCTION STAFF - DETAINING STUDENTS 505 . 13 
Teachers should arrange their classwork so they release their class 
soon after the bell sounds. If a teacher finds it necessary to detain 
students, it is the teacher ' s  duty to issue the student a pass to be admit ted 
to their next class. 
Adopted 
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COWDEN-HERRICK HJ.Gil SCHOOL DISTRICT 11188 
INSTRUCTIONAL STAFF-PARENT CONFERENCES 505 . 1 4  
Teachers shall use every means to encourage conferences with an 
individual student ' s  parents . 
103 
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C:OWDEN-HEl{RTCK HJ.Gil SCHOOL DI STRICT 11188 
INSTRUCTIONAL STAFF-CONTROVERSIAL ISSUES 
It shall be the policy of the Board o f  Education that controversial 
issues discussed or presented in the classroom, should be done in a fair 
and unbiased manner. 
505 . 1 5  
104 
Adopted 
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C:OWDEN-HEKRTCK HIGIJ SCHOOL DI STRICT 11188 
INSTRUCTIONAL STAFF-BUDGETS 
Teachers will be required to submit a budget for their particular 
department and/or areas of concern for the coming school year, no later 
than approximately the 1st of May. I t  should include the name of the 
catalog or firm from which the merchandise may be ordered , an item 
505 . 1 6  
number, a description, the quantity desired, unit cos t ,  and total cost. I t  
will then be submitted to the Superintendent for review and to the Board for 
final approval .  A copy of approved items will be returned to the High School 
office for ordering. 
105 
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COWDEN--HEl:(RICK HIGJJ SCHOOL DISTRICT 11188 
INSTRUCTIONAL STAFF-INVENTORIES 505 . 17 
Teachers will be required to submit an up-dated inventory of all equip­
ment in their particular department and/or areas of concern no later than 
the end of school each year. 
106 
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COWDEN-HERRICK HIGIJ SCHOOL DISTRICT 11188 
INSTRUCTIONAL STAFF-TEACHER HANDBOOK 505 . 18 
The Teachers ' Handbook, as approved by the Board o f  Education is also a 
part of Board policy . 
107 Adopted 
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COWDEN-HERRICK HlGll SCHOOL DISTRICT 11188 
INSTRUCTIONAL STAFF-RESIGNATION 505 . 19 
A teacher who has entered into continued contractual service may resign 
at any time by obtaining concurrence of  the Board , or by serving at least 
thirty (30) days written notice upon the Secretary of the Board . However, 
no teacher may resign during the school year, without the concurrence of the 
Board, in order to accept another teaching assignment .  Any teacher terminating 
said service not in accordance with Section 24-14 of  the Illinois School Code 
is guilty of unprofessional conduct and liable to suspension of certificate for 
a period not to exceed one year, as provided in Section 21-23 . 
All resignations of teachers shall be in writing, and in accordance with 
laws regarding resignation, and filed with the Superintendent .  
108 
Adopted 
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____ COWDEN--HERR_IC!(_ Hl0.!!_ __ �_I:!OOI:.__DISTRICT 11188 
INSTRUCTIONAL STAFF-REDUCTION IN FORCE 505 . 2 0  
I f  i t  is necessary to reduce qualified teachers on continual contractual 
service , the reductions will be made on the basis o f  seniority if the teacher 
is ot�erwise qualified. 
SENIORITY shall be defined as follows : 
1 .  Full time years of  continuous service as a qualified tenured 
teacher in the district. However: 
a .  Part time service will be counted as continuous 
services on a pro-rated basis ONLY if  the employee 
has been awarded tenure status while working full 
time for Cowden-Herrick and the Board agrees to allow 
the employee to work on a part time basis and enjoy 
continued tenure statu s .  
b .  No o ther part time Cowden-Herrick employee will 
be given tenure status. 
c. Part time service, prior to full time service , 
shall not be counted . 
2 .  Full time employment ,  for the purposes of seniority, will 
be a qualified tenured employee who is employed at least 90 
on task work days or a full semester. 
3 .  No seniority credit will be given to a qualified tenure 
employee during the period of a Board approved unpaid leave 
of absence. 
4 .  Credit for mandatory leaves of absences for a qualified 
tenure employee, such as military draft , will be determined 
by the Board on a individual case by case basis. 
5 .  If total continuous teacher service with Cowden-Herrick 
is equal between two or more teachers,  then seniority shall 
be determined by total teacher service within the district, 
whether or not continuous . 
6 .  If  the years o f  total teaching service with the school 
district are equal between two or more teachers ; the teachers 
will be given the same computed seniority. 
LEGAL QUALIFICATIONS OR LEGALLY QUALIFIED shall be defined as all 
statutory and regulatory prerequisites for teaching a particular subj ect 
or grade, including but not limited to,  the certification requirements of 
Articles 21 of  THE SCHOOL CODE and the academic experience requirements 
of State Board of  Education Document No . 1 (or its successor or supplementary 
requirements) in effect at the time of  the dismissal. 
109 
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COWDEN-HERRICK HJ.Gil SCHOOL DISTRICT 11 1 88 
505 . 20 
Prior to November 1 of each school term, the Administration shall post 
in each attendance center and make available to the teacher association a 
listing of the computed seniority of all tenured teachers in the school 
distric t ,  along with a copy of this policy. Each teacher shall have until 
November 15 or the first school day thereafter to file written objections 
to his/her computed seniority which shall specify the alleged error in the 
computed seniority, and the teacher cannot thereafter challenge his/her 
computed seniority for the school year. The Administration will post a 
final list prior to January 1 5 .  
The riffing procedure shall be consistent with all laws o f  the State o f  
Illinois .  
1 1 0  
Adopted -------
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COWDEN-1-!ERRTCK HIGIJ SCHOOL DISTRICT 11188 
INSTRUCTIONAL STAFF-SUSPENSION WITHOUT PAY 505 . 21 
The Board of Education of Cowden-Herrick High School shall have the 
authority to suspend without pay any staff member from his or her position, 
when the staff member ' s  conduct or alleged conduct is determined to be seri­
ously detrimental to the educational program. 
A hearing before the Board of Education shall be afforded said staff 
member to determine whether the facts as presented are correct and warrant 
suspension without pay. Should it elect to do so , the Board of  Education 
may appoint an independent hearing officer to conduct said hearing. 
If the Board of Education or the independent hearing officer determines 
the suspension of a staff member is warranted, the Board may suspend the 
staff member for a period not to exceed five (5) school days , or in case of 
pending dismissal proceedings , until a final determination on the dismissal 
is rendered. 
1 1 1  
Adopted·--���-
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COWDEN-HERRICK HIGll SCHOOL DISTRICT 0188 
INSTRUCTIONAL STAFF-SALES CALLS AND DEMONSTRATIONS 505 . 2 2  
Sales representatives should not call on teachers or other school staff 
members without authorization from the school administration. Any exception 
to this policy must be approved by the Principal or Superintendent .  
The Principal may give permission to sales representatives o f  educational 
products to see members of the school staff at times that will not interfere 
with the educational program. 
1 1 2  
Adopted 
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COWDEN-HERRICK HIGll SCHOOL DISTRICT 11188 
NON-CERTIFIED STAFF 
NON-CERTIFIED STAFF-GENERAL EMPLOYMENT 
5 1 0 .  
5 1 0 . 0 1  
Non-certified staff shall have such training , skills, and/or experience 
as may be required to successfully carry out the requirements of the position , 
and shall be of high moral character. All personnel shall be employed by the 
Board of Education, based on recommendation of the Superintendent. 
1 1 3  
Adopted�-��-� 
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COWDEN-HERRICK HIGH SCHOOL D ISTRICT #188 
·--·--- ··-·- -·---------
NON-CERTIFIED STAFF-WORKMAN ' S  COMPENSATION AND LIABILITY INSURANCE 
The Board of Education of Cowden-Herrick High School District #188 
carries Workman ' s  Compensation and Employer ' s  Liability Insurance on all 
employees. Injuries should be reported innnediately to the Principal . 
Adopted 
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COWDEN-HERRICK HIGll SCHOOL DISTRICT 11188 
---- ----· 
NON-CERTIFIED STAFF-RETIREMENT 510 . 03 
All non-certified employees of  Cowden-Herrick High School District #188 
will be covered by either the Illinois Municipal Retirement Fund or by Social 
Security. 
1 1 5  
Adopted 
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COWDEN--HERRTCK HIGH SCHOOL DISTRICT 11188 
NON-CERTIFIED STAFF-SALARY 5 10 .  04 
The salary of non-certified personnel shall be determined at the time of 
employment ,  and shall be reviewed annually by the Superintendent and Board of 
Education. 
1 1 6  
Adopted 
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COWDEN-HERR_ICK_]:lJ:.0.!l_SqIOOL :')!STRICT 11188 
NON-CERTIFIED STAFF-SICK LEAVE 5 1 0 . 05 
The policy of  Cowden-Herrick School District #188 relative to sick leave 
shall conform to the Illinois School Code, Section 222-6. Ten days of  sick 
leave shall be allowed each year ( from July 1 to June 30 inclusive) , cummula­
tive to 180 days. If a person is employed in the middle of a year, the number 
of sick days for the remaining portion of that year shall be determined by the 
Superintendent. 
1 1 7  Adopted 
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COWDEN-HERRICK HIGll SCHOOL DISTRICT 11188 
NON-CERTIFIED STAFF-PERSONAL LEAVE 5 1 0 . 06 
The policy of  Cowden-Herrick High School District #188 relative to personal 
leave days shall be similar to that governing instructional personnel . Two (2)  
non accumulative days per year will be granted . (July 1 to June 30 inclusive) .  
If a person is employed in the middle o f  a year, the number of personal leave 
days for the remaining portion of that year shall be determined by the Superin­
tendent .  No staff member may b e  granted two consecutive personal days, sick 
leave may not be used to supplement personal leave, and personal days may not 
be used to extend a school holiday or vacation. Unauthorized absences will 
result in full salary deduction . 
118  
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COWDEN-J-!ERRICK HJ.Gil SCHOOL DISTRICT 11188 
NON-CERTIFIED STAFF-LEAVES OF ABSENCE 5 1 0 . 07 
Leaves of Absence not specifically covered under sick leave or personal 
leave will be considered by the Board of Education on an individual basis. 
1 1 9  Adopted 
Page 1 
COWDEN-HERRICK HIGJJ SCHOOL DI STRICT 11 1 88 
NON-CERTIFIED STAFF-VACATIONS 510 . 08 
Full-time employees, employed on a twelve (12)  month basis , shall be 
entitled to two (2) week ' s  paid vacation, beginning with the summer following 
one full year of  experience. Full-time employees employed on a twelve (12) 
month basis, are entitled to three (3)  week ' s  paid vacation, beginning with 
the summer following ten full years of service . The vacation period should 
be mutually agreed upon by employee and Superintenden t .  
1 2 0  Adopted 
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COWDEN-1-!EKRICK HIGll SCMOOL DISTRICT 11 188 
NON-CERTIFIED STAFF-GRIEVANCE 510 . 09 
It is the policy of Cowden-Herrick High School District #188 to practice 
reasonable and effective means of resolving difficulties among employees. An 
employee complaint shall first be submitted to the Superintendent in written 
form. I f  the complaint is not settled, then it will be referred to the Board 
of Education at a regular Board meeting. 
Adopted 
1 2 1  
Page 1 o f  1 
---
COWDEN-HEl:{RICK HIGll SCHOOL DISTRICT 11188 
NON-CERTIFIED STAFF-PERSONNEL LIABILITY 510 . 10 
The Board of Education will defend and indemnify individual employees in 
cases involving libel ,  slander, civil rights ,  or any other action or claims , 
arising out of the scope of school activities during their term of employment 
with this school district. 
Adopted 
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COWDEN-HEl{RTCK HIGll SCHOOL DISTRICT 11 188 
NON-CERTIFIED STAFF-RESIGNATION 510 . 1 1  
All resignations o f  non-certified employees shall b e  in writing and filed 
with the Superintendent .  
123 
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COWDEN-HEH.RICK HIGll SCHOOL DISTRICT //188 
NON-CERTIFIED STAFF-PAYMENT OF SALARY 5 10 . 12 
Non-Cer tified employees shall be paid on a monthly basis. Employees 
may elect to receive one check per each month of employment (on or about the 
fifteenth (15th) of each month) or may elect to have the amount divided 
into two checks per each month of employment (on or about the fifteenth (1 5th) 
of each month and the first (1st) of the following month) . 
124 
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NON-CERTIFIED STAFF-SUSPENSION WITHOUT PAY 5 10 . 1 3  
The Board o f  Education o f  Cowden-Herrick High School shall have the 
authority to suspend without pay any staff member from his or her position, 
when the staff member ' s  conduct or alleged conduct is determined to be seri­
ously detrimental to the educational program. 
A hearing before the Board of Education shall be afforded said staff 
member to determine whether the facts as presented are correct and warrant 
suspension without pay. Should it elect to do so,  the Board of Education 
may appoint an independent hearing officer to conduct said hearing. 
If the Board of Education or the independent hearing officer determines 
the suspension of  a staff member is warranted, the Board may suspend the 
staff member for a period not to exceed five (5) school days , or in case of 
pending dismissal proceedings , until a final determination on the dismissal 
is rendered. 
125 
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COWDEN-l!El:{RTCK HIGll SCHOOL DISTRICT /1188 
NON-CERTIFIED STAFF-OFFICE PERSONNEL 5 1 5 .  
The Cowden-Herrick High School District #188 will furnish personnel to 
perform the necessary clerical, secretarial� and bookkeeping functions of 
the district. 
A .  Office personnel are responsible to , and shall perform 
duties as prescribed by the Principal and/or Superintendent. 
B .  Office personnel shall b e  employed on a 1 0  or 1 2  month 
basis , depending on the position. 
C .  Office personnel shall work a forty (40) hour week with 
hours assigned by the Superintendent,  unless other arrange­
ments are made . However, if an emergency arises , office 
personnel shall render additional aid as required . 
D .  Office personnel are not authorized to administer internal 
medicine. 
E .  Full-time office personnel shall be granted the usual and 
customary paid holidays , should they fall during a work 
week. 
Adopted -------
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COWDEN-HERRICK HlGIJ SCHOOL DI STRICT /1 1 88 
NON-CERTIFIED STAFF-CUSTODIANS 520. 
The Cowden-Herrick High School District #188 will furnish personnel to 
perform the necessary custodial and maintenance functions of the district. 
A. Custodians shall be under the general supervision of the 
Principal .  
B .  Custodians shall be employed on a 12 month basis (from July 
1 to June 30 , inclusive) , unless o therwise determined by 
the Board of Education. 
C .  Custodians shall arrange their lunch period in accordance 
with the needs of their respective building. 
D. Custodians shall receive or collect no pay from non-school 
organizations using school facilities. The Board of Educa­
tion or Superintendent shall collect all such fees, and 
custodians shall be paid for such services . 
E .  Needed custodial supplies shall be requisitioned through 
the Principal or Superintendent. 
F .  When damage to furniture or equipment occurs, custodians 
should see that the damage is corrected and repaired . 
Such damage should be reported to the office. 
G .  I t  shall b e  the duty of custodians to report any wrongdoing 
or disorderly conduct in and about the school premises. 
H. Custodians shall be responsible for all tools and equipment 
used in the performance o f  their duties . 
I .  Prevention of fire and safety shall be a daily concern of 
custodians . Fire extinguishers and emergency lights shall 
be observed periodically . Special care shall also be given 
to cleanliness of drinking fountains and lavatories. 
Adopted������-
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COWDEN-HERRICK HIC:ll SCHOOL DISTRICT /1 188 
NON-CERTIFIED STAFF - BUS DRIVERS 525 . 
The Cowden-Herrick High School District #188 will furnish personnel 
to perform the necessary bus driving functions of the district. 
A .  Bus drivers must meet and conform with all laws of the State 
of Illinois and with the rules and regulations of the Board 
of Education. 
B .  Bus drivers are to be on duty a t  whatever time is necessary 
for the correct performance of their duties. 
C .  Bus drivers shall be supervised by the Superintenden t ,  and 
shall keep and deliver to the office , such reports and records 
as may be required by the Superintendent and the Board of 
Education . 
D .  Bus drivers will be placed in a rotation to take extra trips 
sponsored by the school . They shall be paid according to the 
schedule established by the Board of Education. 
E .  The Board of Education shall pay up to $30 . 00 for a bus driver ' s  
annual physical exam. 
F .  Each bus driver shall sweep, wash ,  and check his/her bus for 
cleanliness as needed. 
G .  Bus drivers shall attend such meetings concerning pupil trans­
portation as are required prior to the opening of the school 
year, and those held at any time during the school year. 
Adopted 
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STUDENTS 
SCHOOLS 
COWDEN-HEl{RTCK HIGH SCHOOL DI STRICT 11188 
600 . 
601 .  
The Cowden-Herrick High School was established and is maintained for the 
purpose of providing all students residing within District #188 the educational 
opportunities that they are entitled to and need. The graduates of Cowden­
Herrick High School should and must be able to meet the vocational and avoca­
tional demands of the society in which he or she must live and work. 
1 3 2  
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SCHOOL PHILOSOPHY 
COWDEN-HERRICK HlGIJ SCHOOL DISTRICT 11188 
603 . 
Each student , as an integral part of our democracy, should be trained to 
think independently, discipline himself or herself ,  respect the rights of other 
people, evaluate the heritage of tradition that has contributed to the develop­
ment of our democracy , understand the changing world in which he or she lives, 
and to react with a responsibility that will make him or her an effective citizen. 
In keeping with this philosophy , Cowden-Herrick High School District #188 will 
attempt to do the following : 
1 .  Provide opportunities for students to master the basic skills 
of reading, writing and arithmetic . 
2 .  Provide an environment which will help students to demonstrate 
a good attitude toward learning. 
3 .  Provide a feeling among students o f  self-worth, and help students 
adapt to a world of change. 
4 .  Provide equal educational opportunities to all students . 
5 .  Provide opportunities in training for the world of work. 
Adopted 
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C:OWDEN-1-!El{RTCK HIGll SCHOOL DISTRICT /Jl88 
LEGAL RESIDENT REQUIREMENTS 605 . 
All children between the ages of seven ( 7 )  and sixteen (16) are required 
by law to attend a public school within the district wherein the child resides 
for the entire time that school is in session, except as otherwise provided by 
the Illinois School Code. A resident student may be defined as : 
1 .  One whose parents live within the distric t ' s  boundaries. 
2 .  A child legally adopted by a resident . 
3 .  A child living in the district who has lost both parents 
by death. 
4 .  A child whose parents are divorced and the parent having 
custody of the child is a resident . 
5 .  A child whose parents are not financially able to contrib­
ute to his or her support ,  but who has in the district a 
temporary or permanent home. A notarized affidavit of 
support will be required. 
6. A child residing in the district with a legally court­
appointed guardian of said child. 
7 .  A child residing in the district with a close relative, 
who actually resides with that relative, and the parents 
of the child sign a document that the relative shall have 
custody of the child and the right to sign whatever papers 
are necessary in case of an emergency requiring surgery or 
any other consent, and the guardian shall have all other 
rights and duties as set forth by statutes in Chapter 110 � ,  
Sections 1 1 - 1  through 11-18. 
8 .  A child residing with a non-relative , so long as guardianship 
is set up through the Court. 
9 .  An emancipated child, being a child having reached his 
majority or providing his own support in his own resi­
dence. 
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STUDENT ENROLLING FROM NON-PUBLIC SOURCES 605 . 0 1  
It  shall b e  the policy of the Board of Education o f  Cowden-Herrick High 
School District #188 to accept no credits toward gruaduation earned by a 
student who enters , re-enters, enters high school for the first time as a 
freshman , or while enrolled in a "parent taught" , correspondence or non-public 
school system which does not offer a twelfth grade diploma . Furthermore , the 
Board of Education reserves the right to place said student in the public 
school system no higher than two grade levels above the composite score earned 
on an SRA achievement test, to the prospective student by qualified Cowden­
Herrick High School personnel prior to enrollment.  
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TUITION STUDENTS 607 . 
Non-resident s tudents may be admitted to Cowden-Herrick High School 
upon payment o f  tuition. Tuition must be paid in advance , and is determined 
by per capita cost of the preceding year . The Board of Education reserves 
the right to accept or reject any tuition student. 
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609 .  
The Student Handbook is designed to acquaint students with the policies, 
procedures , and standards of Cowden-Herrick High School. Reasons for many 
policies have been set forth to help gain understanding and cooperation. 
Regulations and policies are set by State Law, the local Board of Education , 
or sound education practice. I t  should be read carefully, since students 
will be responsible for knowing its contents. The Student Handbook as ap­
proved by the Board o f  Education , is a part of Board policy. 
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STUDENT PHYSICAL EXAMS AND IMMUNIZATIONS 613.  
Be it  required that all students enrolled in Cowden-Herrick High School 
present proof of compliance with Section 27-8 . 1  of the School Code of Illinois 
and rules and regulations of the Illinois Department of Public Health. 
State law requires parents to submit proof of a physical examination 
for children any time within six months prior to their entrance into 
kindergarten, fifth grade , and ninth grade. Such proof is also required 
for any student new to a district immediately prior to or upon their 
entrance into any public school.  Every child is also required to be immu­
nized against measles , tetanus , diptheria, poliomyelitis , and pertussis 
(whooping cough) . Dental examinations are r ecommended but not required . 
Children whose parents or legal guardians object to immunizations on 
religious grounds need not receive immunizations "if  such parents or legal 
guardians present to the appropriate local school authority a signed state­
ment of objections, detailing the grounds for such objection" . I f  the physi­
cal condition of a child precludes immunizations on medical grounds , the 
examining physician shall indicate such reasons to be placed on file with the 
local school authority. 
The sta tute states that any child who does not comply with the above 
listed requirements , shall be excluded from school . In extreme situations 
and in concurrence with the local school authority, a maximum of up to 30 
days may be allowed to present proof of such compliance. 
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STUDENT CLASSIFICATION 615 . 
Classification and promotion procedure at Cowden-Herrick High School 
are based on units of work completed according to the following schedule : 
1 .  Sophomore standing - minimum of 3 credits 
2 .  Junior standing - minimum of 7 credits 
3 .  Senior standing - minimum o f  1 1  credits 
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STUDENT NON-DISCRIMINATION 6 1 7 .  
I t  shall b e  the policy of the Board of Education o f  Cowden-Herrick High 
School District #188, to insure equal educational opportunities to students , 
regardless of race, color , national origin, age, sex, religion, or handicap . 
Questions in reference to educational opportunities may be directed to the 
Superintendent of Schools , P . O .  Box 188 , Cowden , Illinois 62422, or phone 
(217) 783-21 2 6 .  
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·--··----------·----------
STUDENT NON-DISCRIMINATION DUE PROCESS 619 .  
In the event of  a grievance reagarding the District ' s  non-discrimination 
policy , the following procedure is outlined : 
1 .  Complaintant will contact the District Coordinator (Super­
intendent) and state the specific grievance in writing. 
2 .  The building Principal will be directed to thoroughly 
investigate any notice of  noncompliance. 
3 .  In the event that a satisfactory solution cannot be 
reached by the building Principa l ,  the matter will 
be referred back to the District Coordinator for 
review and resolution. 
4 .  In the event a solution cannot be reached a t  this level , 
the matter will be ref erred to the Board of  Education for 
final review and resolution. 
5 .  All grievances will be documented, and all procedures will 
become a matter of record maintained by the District Coor­
dinator. 
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STUDENT ACTIVITIES 6 2 1 .  
Extracurricular activities play an intrinsic part o f  the complete school 
program at Cowden-Herrick High School . However, the Board of Education has 
adopted the following policy to govern such activities. 
1.  All parties must be cleared through the office . When a club 
or organization plans an activity, the date must be reserved 
on the school calendar , and the activity must take place. Any 
postponement must be made by special arrangements with the 
Principal. 
2 .  All-school parties should be held a t  the school building. 
However, clubs and classes may be permitted such out-of-town 
activities as skating or bowling parties. Permission depends 
upon the discretion of the organization ' s  sponsor and the 
Principal . Transportation should be provided by school bus , 
with two faculty members as chaperones . No hayrack parties 
will be allowed . 
3 .  Each class or organization is limited to one party per semester. 
4 .  Parties on evenings followed b y  a school day should be terminated 
by 10 : 00 P .M. Parties on evenings followed by a non-school day 
should be terminted by 1 1 : 00 P .M. 
S.  Out-of-school or out-of-district high school students may be 
invited to any formal or informal club or class activity as a 
date, but are subject to the same rules o f  conduct as Cowden­
Herrick students . Junior high or grade school students are 
prohibited from attending high school activities regardless of 
where they go to schoo l ,  unless such activities are open to the 
general public. 
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623 .  
Cowden-Herrick High School District #188 will furnish all regular text­
books for grades 9 through 12 for a yearly rental fee . This does not include 
consumable workbooks , lab fees, or P . E .  uni forms , which must be purchased 
separately by the student.  
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STUDENT ATTENDANCE 
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625 . 
The obligation for regular and continuous attendance rests with the parents , 
and since irregularity in school attendance is a serious handicap to the progress 
of a pupil, the following policy has been adopted by the Board of Education of 
Cowden-Herrick High School District #188. Any student who accumulates a total 
of nine (9) or more absences, either excused or unexcused , in a given class, 
over any one of the four quarters , will receive a grade of "F" for that quarter 
in that class. Nine days amount to twenty percent of the potential class time 
in which learning may be achieved . The only exception to this policy will be 
the days in which a student is hospitalized or placed under a physician ' s  care 
at home . These will be disregarded only if  the absence is explained in writing 
by the doctor, and the explanation given to the Principal . 
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STUDENT RIGHTS AND RESPONSIBILITIES 626.  
Students, as citizens of the United States , are guaranteed certain 
individual rights and have corresponding individual responsibilities. 
Parents , teachers , and administrators have a responsibility, indeed a duty, 
to protect the rights of students, while maintaining an educational atmo­
sphere conducive to the teaching and living process. The concept of balanc­
ing the rights of the individual with the rights of  society is as valid in 
the educational community as in the larger community. There are certain 
rights and responsibilities for students at Cowden-Herrick High School. 
Student rights are: 
1 .  The right t o  an education consistent with what is 
currently recognized as useful and relevant to issues 
and goals , such as employability, socialization, and 
a general , well-rounded knowledge of the community, 
country and world in which we live . 
2 .  The right to dress and groom themselves according to 
their parent' s or parents', personal tastes, as long as 
such dress and grooming does not present health or 
safety hazards, or substantially disrupt the educa­
tional process. 
3 .  The right to free speech and expression, so long as 
the exercising of this right does not represent a sub­
stantial material disruption of  the educational process. 
4 .  The right to form, join ,  or be associated with organiza­
tions of their choosing, as long as the organizations 
activities, purposes , and membership requirements do 
not violate state or federal law. 
5 .  Married and/or pregnant female students have the right 
to receive all educational services, and to participate 
in all programs and activities o f  the school under the 
same conditions as o ther students , as long as their 
physical or mental condition permits. 
6 .  The right to enroll in academic, vocational, o r  physical 
education class, or to participate in extra-curricular 
activities without regard to sex, physical handicap, 
creed, or national origin, excep t in athletics where 
equal opportunities have been provided for s tudents of  
each sex. 
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Student responsibilities are: 
1 .  To accept responsibility for his or her own actions. 
2 .  To become informed of and adhere to the rules and regulations 
established by the Board of Education, and implemented by 
school faculty, staff , and administration. 
3 .  To respect the rights and individuality o f  other students 
faculty, staff ,  and administration. 
4 .  To refrain from libel , slanderous remarks , and obscenity 
in verbal and written expression. 
5 .  To dress and groom in a manner that meets reasonable stan­
dards of health , cleanliness , and safety. 
6 .  To be punctual and present in the regular or assigned 
school program, to the best o f  one ' s  ability. 
7 .  To refrain from gross disobedience or misconduct ,  or 
behavior that materially and substantially disrupts the 
educational process. 
8 .  To maintain the best possible level o f  academic achievement .  
9 .  To respect the reasonable exercise of authority by faculty, 
staff ,  and administration in maintaining discipline in the 
school and at school sponsored activites. 
1 0 .  To participate with enthusiasm and in a dependable, self­
reliant manner in the civic, athletic , and social activities 
of the school .  
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COWDEN-I!ERRICK HIGll SCHOOL DISTRICT 11188 
627 . 
S tudents at Cowden-Herrick High School are responsible for their conduct 
at school , and at school events , and are expected to conduct themselves in a 
respectable manner. While the teacher has the primary responsibility for 
discipline in the classroom, assistance may be secured from the Principal in 
maintaining this responsibility. Specific inappropriate activities, along 
with measures to be taken, will be listed in the student handbook ,  which is 
also a part of Board Policy. 
While detention, suspension , and expulsion are primarily used as disci­
plinary measures . Cowden-Herrick High School retains the option of administer­
ing corporal punishment as a penalty for gross misconduct and reported mis­
behavior. Parents will be notified upon the initial enrollment of a s tudent 
that they may submit a written request that corporal punishment not be 
administered to their child or children . 
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627 .01 
A disciplinary measure which may be used if it is determined that a 
student has engaged in certain prohibited activities is  the issuance of 
detention time to be served after school. S tudents assigned detention time 
will be given one day to make transportation arrangements before serving the 
detention. The number of days will be assigned by the classroom teacher , 
subj ect to review by the Principal . Failure to serve a detention will result 
in the assignment of one extra detention, in addition to the one missed . 
Continual absence from detention will resu l t  in suspension from school . 
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STUDENT SUSPENSION 627 . 02 
A student who is found to be guilty of certain prohibited activities , gross 
disobedience, or misconduct , may be suspended for a period not to exceed ten 
days pending review by the Board of Education, or a hearing officer appointed 
by i t .  
Any student subject to suspension will b e  given an informal hearing by 
the Principal before disciplinary action is taken. I f  a student is suspended, 
parents or guardians will be notified by certified or registered mail, return 
receipt requested. The Board of Education� or a hearing officer appointed by 
it, shall review such suspension , and at that time, parents or guardians of 
the student may appear and discuss the suspension with the Board or its hearing 
officer. 
If a hearing officer is appointed by the Board of Education , he shall 
report to the Board a written summary of the evidence heard at the meeting. 
After its hearing, or upon receipt of the written report of its hearing officer, 
the Board may take such action as it finds appropriate.  
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627 . 03 
The Board of Education may expel students found to be guilty of gross 
disobedience or misconduct,  and no action shall lie against them for such 
expulsion. Expulsion shall take place only after the parents or guardians 
have been requested to appear at a meeting of the Board or with a hearing 
officer appointed by i t ,  to discuss their child ' s  behavior. Such request 
shall be made by certified or registered mail, return receipt requested , 
and shall state the time, place, and purpose of the meeting. The Board, or 
a hearing officer appointed by i t ,  at such meeting, shall state the reason 
for dismissal and the date on which the expulsion is to become effective . 
If  a hearing officer is appointed by the Board of Education, he shall 
report to the Board a written summary of the evidence heard at the meeting. 
After its hearing or upon receipt of the written report of its hearing 
officer, the Board may take such action as it finds appropriate. 
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STUDENT INTERROGATION 629 . 
In the event there is a request made by law enforcement authorities to 
question a student in the school building, during the time that school is in 
session , about an alleged incident that occurred during the time that school 
was not in session, a reasonable attempt will be made by the Principal to 
notify parents or guardians before the student shall be questioned . 
151 
Adopted 
-------
Page 1 of 1 
STUDENT DRESS 
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6 3 1 .  
The responsibility for the appearance of students at Cowden-Herrick High 
School rests with the parents or guardians,  and the students themselves. They 
have the right to determine each student ' s  manner of dress, providing that 
such attire is not disruptive of the educational program or does not violate 
a health safety, or decency aspect o f  the school operation. 
Specifically , clothing with obscene writing, slogans , or gestures will 
not be allowed ; shoes with toe or heel plates that may damage floors are 
unacceptable;  hair should not create a hazard to the student ' s  health or 
safety, or interfere with the educational process ;  hats shall not be worn 
in the school building, however, a reasonabl e  amount of t ime will be given 
for students to put their hats in their locker upon arrival . In addition, 
the Board feels that wearing shorts is unacceptable, except for P . E .  class. 
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STUDENT VEHICLES AND DRIVING 633.  
Any student intending to drive to and from school must register their 
vehicle at the Principal ' s  office. S tudents must obey the driving laws of 
the State of Illinois ,  as well as the following established by Cowden-Herrick 
High School District #188. 
1 .  S tudents who drive vehicles or ride bicycles or motor bikes should 
park and lock them as soon as they arrive at schoo l .  
2 .  Students may not park in the row closest to the building , as 
it is reserved for school district personnel. 
3 .  Any student who drives to school must leave their vehicle in 
the parking lot until the end of the school day. An exception 
may be made for a student whose parent or guardian has previously 
contacted the Principal in person , by phone, or in writing , and 
permission is given by parent or guardian and the Principal or 
his des ignee , for the student to leave at a specific time. 
4 .  No student vehicle will be allowed to leave during noon hour . 
5 .  Students are not allowed to sit in their vehicles during noon hour 
and should not loiter in the parking lot at  this time. 
6 .  Since only those students who ride the shuttle bus are dismissed 
at 3 : 1 0 ,  others who find it necessary to be d ismissed at this 
time must have made prior arrangements and received permission 
from the Principal ' s  office . 
7 .  Any student who refuses to follow the above will be subject to 
suspension of his or her driving privileges for a specified 
period of time, or detention, or suspension from school,  as 
the case merits. 
8 .  Those students who obtain permission to leave , but who trans­
port other students not having permission to leave, may also 
be subject to suspension of driving privileges for a specified 
period of time . 
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STUDENT AFTER SCHOOL ACTIVITIES 635 . 
S tudents remaining on the school premises after school has been dismissed 
must be involved in a supervised activity or practice session. Those not 
involved will be required to leave the building. 
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SCHOOL VISITORS 
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637 . 
When a visitor enters the schoo l ,  he or she must report directly to the 
Principal ' s  office. Visitors in the building without permission from the 
Principal ' s  office will be requested to leave the building immediately . 
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STUDENT EVENING ACTIVITIES 639.  
Cowden-Herrick High School students are actively encouraged to partici­
pate in, and attend evening activities, such as athletic events , concerts , 
etc. However , many students , including elementary and junior high, attend 
these activities without the benefit of parental supervision. While these 
events are open to the public, they are sponsored by and under the juris­
diction of High School District #188 . Therefore, behavior that is considered 
inappropriate or disruptive to the activity being held may result in a student 
or students being dismissed from school premises without the return of admis­
sion. Students may also be subject to further disciplinary procedures.  
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STUDENT BUS TRANSPORTATION 64 1 .  
While the law requires Cowden-Herrick High School District #188 to 
furnish transportation according to provisions set forth in the Illinois 
School Code, it does not relieve parents of students from the responsibility 
of supervision until such times as the child boards the bus in the morning , 
and after the child leaves the bus a t  the end of the school day. 
Once a child boards the bus, and only at that time, does he or she 
become the responsibility o f  the school district. Such responsibility 
shall end when the child is delivered to the regular bus stop at the close 
of the school day. 
School bus riders, while in transit,  are under the jurisdiction of the 
school bus driver, unless the Board of Education designates another adult 
to supervise, and are expected to conduct themselves in accordance with 
District #188 rules and regulations . Children who become a serious disci­
plinary p r o b l em on the school bus may have their riding privileges suspended . 
In such cases, the parents of the children involved become responsible for 
seeing that their children get to and from school safely. 
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643 .  
Cowden-Herrick High School District #188 will offer an optional insurance 
program to all students in the school, but anyone who is planning to go out 
for athletics or cheerleading must either purchase this insurance or present 
a waiver, signed and dated by parent or guardian, stating that the student 
is covered by a family policy at home. Also listed must be the company, 
policy number, and any other pertinent information. 
Although District #188 will attempt to select the best student policy 
available within a reasonable price, participants should be aware that all 
costs incurred through injury, etc . ,  may not be recoverable through s tudent 
insurance .  It thus becomes the responsibility of the s tudent or his parents 
or guardians to assume the remaining liability. 
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STUDENT TEXTBOOKS 
COWDEN-l!ERRICK HIGll SCHOOL DISTRICT 11188 
645 . 
Textbooks are rented to the student and become his or her responsibility 
while being used. Textbooks which are lost, stolen, destroyed , or irreparably 
damaged while assigned to an individual student, must be paid for by the 
student on the basis of  replacement cost. 
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STUDENT FIRE DRILLS 647 . 0 1  
When the fire alarm sounds , students should know the exit assigned to 
the room in which they are located , and move quickly and quietly out of the 
building, to a distance of approximately 100 feet away . They should always 
assume that a fire alarm is the real thing, and should wait outside until 
instructed to return to the building. 
Notices explaining procedures and instructions will be located on 
bulletin boards at various locations throughout the building, and 3 
special drill activities will be planned annually to assure safe and proper 
exit from the building area. False fire alarms constitute sufficient 
disruption of the educational process to merit immediate suspension from 
school.  
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STUDENT TORNADO DRILLS 647 . 02 
Three short , continuous blasts of the school bell system will signal a 
tornado warning. Students are to proceed to the appropriate area which is 
assigned to the classroom in which they are located. Doors and windows are 
to be open on the east and north sides of the building, and closed on the 
south and west sides. Students are not to remain in the gym, which is a 
most dangerous place to be if  a tornado should strike. Special drill activi­
ties will be planned annually to assure orderly movement and placement of 
students in the safest available building area. 
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STUDENT SCHOOL BUS DRILLS 647 . 03 
Special drill activities will be planned to assure that students are 
acquainted with bus safety and proper evacuation procedure s ,  as stipulated 
by the State Board of Education. 
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STUDENT LEARNING CENTER 649 . 
The Library-Learning Center should be a source of  pride to the students , 
staff , and connnunity. Included in the Learning Center is a large quantity o f  
reading material, a darkroom , micro-computer room, videotape equipment,  a film 
strip library , and a wide selection of tapes and records. Magazines and news­
papers will be placed in the Learning Center for student use on a temporary 
basis. S tudents are reminded to be responsible for the materials and furnishings 
in the Learning Center, and should take care not to damage them. Any student 
who abuses any of the equipment or materials will be banned from the Learning 
Center. 
163 
Adopted 
Page _l __ of _J__ 
STUDENT RECORDS 
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65 1 .  
The student permanent record at Cowden-Herrick High School shall consist 
of basic identifying information, academic transcript ,  attendance records , 
accident reports, and health records. Record of release of permanent records 
shall be kept for 60 years after graduation or permanent withdrawal.  
The student temporary record shall consist of all information not required 
to be in the student permanent record, including family background information , 
test scores, psychological evaluations , special education files , teacher anecdotal 
records , and disciplinary information. The temporary records will be reviewed 
every four years for destruction of out-of-date information and will be destroyed 
entirely within five years after graduation. 
Adopted 
164 
Page 
---
of 
COWDEN-HERRICK HIGH SCHOOL D I STRICT 11188 
INSPECTION OF STUDENT RECORDS 651 .01  
It shall be the policy of Cowden-Herrick High School District #188 to 
fully comply with the Illinois School S tudent Records Act (Article 5 0 ,  The 
School Code of Illinois) and grant to the parents or guardians of each 
student under 18 years of age the following rights: 
1 .  To examine all information contained in their child ' s  
school record , including reports and other information 
sent to the school by hospitals ,  clinics , private doctors, 
and other professionals . 
2 .  To examine all other information maintained by the school 
concerning their child .  (This does not include personal 
notes of school staffpersons , as long as the note is not 
shared with others persons . )  
3 .  To challenge the contents of the record (excluding grades) 
asking for correction or deletion of inaccurate, misleading, 
or inappropriate data, or insert into the records a written 
explanation of your own about the contents . 
4 .  To have confidentiality o f  the contents o f  the records . 
5 .  To receive an explanation of the contents by a qualified 
professional. 
6 .  To obtain copies o f  yours child ' s  record s ;  although a fee 
may be assessed not to exceed thirty-five cents (35¢) per 
page. 
7 .  To designate, in writing, persons who may have access to 
your child ' s  school records . 
8.  To have your request to examine the records granted within 
15 days. 
9 .  To 
a .  
b .  
c .  
d .  
e .  
f .  
g .  
be notified annually of : 
the types o f  records maintained by the district 
the names of persons who are responsible for 
these records 
the location of the records 
the retention and destruction schedules 
persons having access to the records without your 
consent 
that information designated "directory information" 
yc-ur rights under the law and procedures for exercising 
these rights 
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651.  01 
Local, state, and federal educational officials have access to student 
records for educational and administrative purposes without parental consen t .  
Student records shall also be released without parental consent pursuant to 
court order or subpoena, or in connection with an emergency where the records 
are needed by law enforcement or medical personnel to meet a threat to the 
health or safety of  the student or o ther persons. 
A parent or student may not be forced by any person or agency to release 
information from the temporary record in order to secure any righ t ,  privilege, 
or benefit, including employment,  credi� or insurance. 
The following is designated as public information and shall be released 
to the general public , unless parents or guardians request that any or all 
such information not be released : student ' s  name and address, grade level , 
birth date and place, parent or guardian names and addresses, information on 
participation in school sponsored activities and athletic s ,  the student ' s  
major field o f  study , and period o f  attendance in school . 
When a student reaches the age o f  18,  marrie s ,  enters the military, or 
enrolls in a post-secondary education program, he or she assumes the rights 
his or her parents or guardians formerly had. He or she then has the right 
to access and release of school records ;  and the parents or guardians no 
longer have this right, except by written permission of the student.  
Adopted�-��--
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STUDENT ATHLETIC OPPORTUNITIES 653 .  
I t  shall b e  the policy of Cowden-Herrick High School District #188 to 
make a concerted effort to provide athletic opportunity in such sports and 
through such teams as will most effectively equalize such opportunities for 
members of both sexes . 
I f  Cowden-Herrick has both a boys ' and girls' team in a spor t ,  regardless 
of when each team plays its school contests, every effort will be made to 
restrict membership on a team to the sex for which that team is designated. 
If Cowden-Herrick provides only a boys' team in a given sport, and a 
girl wishes to participate on that team, she shall be permitted to try out 
for and participate on the boys' team, only until such time as a girls ' team 
can be organized , providing that it  is a non-contact spor t ,  and subject to 
guidelines of the Illinois High School Association. 
If Cowden-Herrick provides more than one level of competition in a 
boys ' spor t ,  i . e .  Varsity and junior varsity, additional levels will be 
provided in girls ' sports, as interest and participation increase to make 
it reasonably appropriate to do so . Furthermore, Cowden-Herrick High 
School shall not discrinminate on the basis of sex , in the provision of 
necessary equipment or support for each team in any other matter. 
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STUDENT CHEERLEADERS 655.  
Cheerleaders must be present at all boys� varsity and junior varsity 
basketball games , march with the band in parades , and are encouraged to 
attend other athletic activities. They may participate in all other girls ' 
sports except girls� basketball. Neglect on the part of a student to carry 
out assigned tasks or duties is evident of poor attitude, and the student 
may be taken out of the program by the sponsor and the Principal. 
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STUDENT FRESHMAN DRIVER EDUCATION 657 . 
It shall be the policy of Cowden-Herrick High School District #188 to 
allow a student classified as a freshman to take Driver Education during 
the second semester of his or her freshman year providing the following 
criteria are met. 
1. The student ' s  birthday must fall so that the student will 
be sixteen before the first day of school of the following 
school year. 
2 .  The Principal must receive a written request from the 
student ' s  parent or guardian, giving permission and 
stating valid cause,  condition , or hardship , as to why 
the student needs to be in Driver Education as a Fresh­
man . 
3 .  The student ' s  grades for the first semester must be in 
good standing, with no "F" in any class. 
4 .  The size o f  the Driver Education class does not exceed 
25 students, with Sophomores receiving first priority. 
Adopted������ 
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PARENT RIGHTS AND RESPONSIBILITIES 659.  
It shall be the policy of Cowden-Herrick High School to grant each 
parent or guardian the following rights : 
1 .  To inspect their child ' s  school record. 
2 .  A conference with faculty or other personnel . 
3 .  Visiting school and/or classrooms , providing arrangements 
are made in advance and benefit to the student will be 
derived . 
4 .  To offer suggestions or constructive criticism regarding 
the educational system. 
5 .  To have questions or concerns regarding the educational 
program answered in accordance with accepted Board pro­
cedure. 
To further help the child develop good behavior habi ts,  parents should 
adhere to the following responsibilitie s :  
1 .  Instill in their children a respect for authority, for 
the rights of others, and for private and public property . 
2 .  Know their children ' s  friends. 
3 .  Know where their children are when they are away from home . 
4 .  Teach their children to obey teachers and other persons in 
authority. 
5 .  Support the action o f  the teacher or Principal in talking 
with their children,, and confer privately with the teacher 
or Principal if the action taken is not understood or if 
there is a question regarding its appropriateness. 
6 .  Confer personally with a teacher or the Principal when 
requested to do so . 
7 .  Insist that their children be prompt and regular in 
school attendance . 
8 .  Carry out the reconnnendations made by the school in 
the best interests of each child. 
9 .  Talk with their children about school activities , taking 
an active interest in each child ' s  progress in school and 
in their report card. 
10.  Safeguard the physical and mental health of the children 
by taking them for periodic health examinations. 
1 1 .  Insure adequate rest for their children each night. 
1 2 .  Arrange for a time and place for children to do homework 
assignments , and supervise them in its completion. 
1 3 .  Encourage their children to participate in wholesome 
activities in the school and community. 
1 4 .  Understand and comply with rules o f  the school con­
cerning pupil conduct. 
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STUDENT/PARENT GRIEVANCES AND CONCERNS 66 1 .  
Cowden-Herrick High School District #188 recognizes that during the 
course of a school year, many questions or concerns arise regarding the 
educational program. Therefore, the following procedure for achieving 
solutions to these questions or concerns shall be followed: 
1 .  Questions or concerns must first be addressed to the 
individual teacher. A conference may be set up during 
the teacher ' s  preparation period by calling the school 
office. 
2 .  Should a teacher conference be unsuccessful in solving the 
question or concern, the matter should be directed to the 
attention of the building Principal .  
3 .  Should a conference with the building Principal be unsuccess­
ful in solving the question or concern , the matter should be 
directed to the attention of the Superintendent.  
4 .  Should a conference with the Superintendent be unsuccessful 
in solving the question or concern , the matter should be 
submitted in writing to the Superintendent ' s  office at least 
10 days prior to the regularly scheduled Board of Education 
meeting , in order to be placed on the agenda for their 
consideration and final solution. All Board business con­
cerning personnel shall be conducted in executive session 
and not open to the public, as prescribed by the Illinois 
School Code. 
Adopted 
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COWDEN-HERRICK HlGIJ SCHOOL DISTRICT 11188 
700. 
701 . 
Inasmuch as the educational program of the school should be a reflection 
of the desires, needs , and requirements of the communities which support i t ,  
the Board of Education o f  Cowden-Herrick High School District #188 recognizes 
its responsibility in maintaining a general curriculum adequate to meet local 
demands. Therefore, the curriculum and general education program and all 
changes therein shall be subject to the approval of the Board. Furthermore, 
the Board recognizes that in order to secure for the students the best 
possible education within the limitations imposed by law , continuous study 
and evaluation of the curriculum is necessary. 
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TESTING PROGRAM 
C:OWDEN--1-!l�l{R ICK HJ.Gil SCHOOI, DISTRICT 11188 
703.  
Comprehensive testing records must be maintained and analyzed in order to 
evaluate the curriculum and continue the effectiveness of the instructional 
program. Therefore , i t  shall be the policy of Cowden-Herrick High School 
District #188 to maintain an adequate testing program, subject to periodic 
assessment and re-evaluation. 
Adopted 
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SPECIAL EDUCATION 705. 
In order to provide for the needs of Cowden-Herrick High School ' s  
exceptional students , special education is provided through membership 
in the Eastern Illinois Area Special Education District .  In all cases, 
students shall be entitled to free and appropriate educational placement . 
as guaranteed by the U . S .  Constitution ( 1 4th Amendment) , the School Code 
of Illinois (Article 14) , P .L .  94-142 (The Education for All Handicapped 
Children Act) , and section 504 of the Rehabilitation Act of 197 3 ,  and under 
jurisdiction of the guidelines set for by the Eastern Illinois Area Special 
Education District. 
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JUNIOR COLLEGE 
COWDEN-HERRICK HIGll SCHOOI. DISTRICT /Jl88 
707 . 
Cowden-Herrick High School District #188 is a member of the Lake Land 
Community College District. 
Adopted����--
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GRADUATION REQUIREMENTS APPLICABLE TO STUDENTS 
ENTERING AS 9TH GRADERS BEFORE 1984-85 
To become eligible for graduation from Cowden-Herrick High School,  a 
student must have completed a course of study which will include at least 
709 .01 
18 units of credit; ( 1 6  academic credits,  plus 2 credits in physical educa­
tion) . A unit of credit is defined as a successfully completed 36 week full­
credit course, or two 18 week semester courses, meeting one period each day, 
five days weekly. Physical education and music each generate � credit per 
year , while driver education generates � credit for the classroom portion. 
Required among the units of credit are: 
English 3 units of credit 
Math 1 unit of credit 
Science 1 unit of credit 
U . S .  History 1 unit of credit 
Physical Education 2 units of credit 
Civics � unit of credit 
Consumer Education � unit of credit 
Health � unit of credit 
Diver Education � unit of credit 
In addition, a student may not graduate without successfully passing 
a written examination on the Declaration of Independence, the Constitution 
of the State of Illinois, the Constitution of the United States of America, 
the proper use and display of the American Flag, the method of voting at 
elections by means of the Australian Ballot System, and the method o f  count­
ing votes for candidates. 
178 
Adopted������ 
Page --=l=---- of _!_ 
COWOEN-HEl{RTCK HIGll SCHOOL DI STRICT 11188 
GRADUATION REQUIREMENTS APPLICABLE TO STUDENTS 
ENTERING AS 9TH GRADERS DURING AND AFTER 1 984-85 
709 . 02 
To become eligible for graduation from Cowden-Herrick High School, a 
student must have successfully completed a course of study which will include 
at least 19 units of credit,  ( 1 7  academic credits, plus 2 credits in physical 
education) . A unit of credit is defined as a successfully comple'ted 36 week 
full-credit course, or two 18 week semester courses, meeting one period each 
day, five days weekly . Physical education and music each generate � credit 
per year, while driver education generates � credit for the classroom portion. 
Required among the units of credit are: 
English 
Mathematics 
Social Studies 
(one unit must be U . S .  
History and � unit must 
be Civics) 
Science 
Physical Education 
Consumer Education 
Health 
Foreign Language, Music , 
or Vocational Education 
Driver Education 
3 units of credit 
2 units of credit 
2 units of credit 
1 unit of credit 
2 units of credit 
� unit of credit 
� unit of credit 
1 unit of credit 
� unit of credit 
In addition, a student may not graduate without successfully passing 
a written examination on the Declaration of Independence, the Constitution 
of the State of Illinois, the Constitution of the United States of America, 
the proper use and display of the American Flag, the method of voting at 
elections by means of the Australian Ballot System, and the method of count­
ing votes for candidates. 
Adopted 
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EARLY GRADUATION 7 1 1 .  
I t  shall be the policy of Cowden-Herrick High School District #188 to 
allow students to graduate at mid-term of their senior year, providing the 
following requirements are met : 
1 .  The student must have successfully completed the total required 
units of course work, along with all required subjects . 
2 .  The student must have his or her parents or guardian's permission 
in writing, along with valid cause or reason as why the student 
needs to graduate at this time. This must be received by the 
Principal prior to the December Board meeting . 
3 .  The student ' s  parents or guardians must have a conference 
with the Principal prior to the December Board meeting . 
Students will be granted early graduation at the December Board meeting , 
but must turn in their student I .D . ,  and will no longer be considered a 
student of Cowden-Herrick High School , or be allowed to attend any of its 
functions,  such as prom or senior trip, as a student. Students shall be allowed 
to go through graduation exercises providing they attend all practices and 
Baccalaureate exercises . They must also declare, at this time, whether they 
will participate in graduation or not, so that a cap and gown may be ordered 
for them. 
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COURSE LOAD 
COWDEN-HERRICK HJ.Gil SCHOOL DISTRICT 11188 
713.  
Each year, during both semesters , students will be allowed one (1)  class 
period for a study hall and one (1) class period for P .E .  The remaining five 
(5) class periods must be devoted to required or elective courses. No student 
may carry more than five (5)  subjects unless he or she has earned above average 
grades in previous work, or obtains special permission from the Principal. 
Changes in a student ' s  schedule must be made within the first two (2)  
weeks of each semester. If a course is dropped , another one must be taken 
in its place. It is recommended that students adhere to the four year plan 
developed for them prior to entering the 9th grade . 
1 8 1  
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CORRESPONDENCE COURSES 715 . 
Extension, correspondence, or summer school credit may be accepted only 
if such credit was earned through an accredited school and is approved by the 
Principal. No more than two (2)  total units of such credit may be counted 
toward graduation, and the two (2) units may not be in the same academic area. 
For example, one (1) credit in social studies and one (1) credit in English 
would be accepted, but not two (2)  credits in English. The final exam will 
be taken at the school under direction of the Guidance Counselor, and must be 
completed by December 1 for s tudents applying for graduation at the end of 1st 
semester, and May 1 for students graduating at the end of 2nd semester. 
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COURSE CREDIT 
COWDEN-HERRICK HIGH SCHOOL DI STRICT #188 
7 1 7 .  
I t  shall be the policy o f  the Board o f  Education that no credit will be 
given to any student who enrolls in and passes the first semester of a full­
year course , then drops that course for the second semester, unless the teacher 
recommends that the student drop. A student failing the first semester of a 
full-year course will be allowed to drop, unless it is a required course ,  such 
as English or U . S .  History. 
Adopted 
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INDEPENDENT STUDY 
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7 1 9 .  
Juniors and Seniors have the opportunity to gain credits on an independent 
study basis while studying an area they are interested in, which may not be 
offered on the regular class schedule. The courses are grouped into the follow­
ing three categories: 
1 .  Interest Courses: These will b e  courses of general interes t ,  
which will b e  offered on a pass/fail basis with � credit being 
given for each completed course. No student will be allowed 
more than one ( 1 )  full credit for these courses during four 
years of high school.  Examples may include : 
a. Commercial Art 
b. Architectural Design 
c .  Photography 
d .  Sports Officiating 
2 .  Regular Courses : These courses will supplement the regular 
course offerings, and will be on a pass/fail basis, with � 
credit given for each semester course .  The course of study 
must be a particular subj ect which is not offered on the 
regular schedule, and a qualified teacher must be available. 
Examples may include :  
a .  Anthropology 
b .  Archaeology 
c .  History of Religion 
3 .  Totally Independent Courses : These courses will b e  offered 
as part of the established curriculum on a completely inde­
pendent basis, and must be under the direction and guidance 
of a qualified classroom teacher employed by School District 
#188. The student will be totally responsible for completing 
the requirements and turning them in to the teacher prior to 
a predetermined deadline in order to receive credit. A letter 
grade will be assigned , and credit earned will be either 1 
unit or � unit, depending on whether the course is all year 
or 1 semester in length. If the requirements are not satis­
factorily fulfilled, an "F" will be assigned. 
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DEFICIENCY NOTICES 
COWDEN-HERRICK HlGll SCHOOL DISTRICT 1/188 
7 2 1 .  
Parents of students whose classwork i s  unsatisfactory midway through 
the nine week grading period , will be notified of this fact in the hope 
that through parental cooperation , academic failure may be avoided . Such 
deficiency notices will be sent through the mail. 
Adopted 
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723.  
Report Cards will be handed out to students on the second Monday 
following the end of each nine week grading period. The report is the 
teacher ' s  interpretation of the pupil ' s  achievement and performance. 
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ACADEMIC CHEATING 
C:OWDEN-1-!ERRTCK HIGH SCHOOL DISTRICT /1188 
7 2 5 .  
Any student who i s  involved in cheating on a test paper o r  daily assign­
ment will receive a grade of zero on that particular paper, as well as being 
required to re-do work for no credit .  If  that student is involved in cheating 
a second time in any class,he or she will receive a grade of "F" for that 
quarter or grading period in that class. 
Adopted 
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727. 
Semester exams will be given at the end of each semester to all students 
in all major subject areas. Such exams will count not more than 20% of the 
semester grade . 
Adopted 
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ACADEMIC AWARDS AND HONORS 729.  
Trophies to honor academic achievement will be presented during Commence­
ment Exercises to the Valedictorian(s) , Salutatorian (s) , and any graduating 
senior who attains a grade point average of 3 . 5000 or higher at the end of 
seven semesters. Trophies other than Valedictorian (s) and Salutatorian(s) will 
be labeled "Honors" .  A tie at the Valedictorian or Salutatorian level will 
result in Co-Valedictorians or Co-Salutatorians . 
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GRADE POINT AVERAGE 
COWDEN-HERRICK HIGll SCMOOL DISTR!CT 11 1 88 
731 . 
Grade point average and rank in class at Cowden-Herrick High School will 
be determined by averaging all  major credi t ;  with A=4 points , B=3 points , 
C=2 points, D=l point; carried out four decimal points , and not rounded off.  
All subjects except Band, Chorus , Physical Education , and credits earned via 
correspondence are considered major subj ect s .  
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HONOR ROLL 
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733. 
Honor roll is determined for each 9 week grading period and each semester 
in accordance with the following guidelines and requirements : 
1 .  High Honors - grade point of 3 . 7000-4 . 0000 
Honors - grade point of 3 . 3000-3 . 6999 
Honorable Mention - grade point 3 . 0000-3 . 2999 
2 .  A student must take a least four (4) subjects to be eligible 
for the honor roll . 
3 .  Any "D" o r  "F" in any area will keep a student off the honor 
roll. 
4 .  The honor roll is figured on major subjects only, which does 
not include band , chorus , physical education or correspondence 
credit. 
Adopted 
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COLLEGE COURSES FOR HIGH SCHOOL CREDIT 735.  
Cowden-Herrick High School will issue credit to  a student who enrolls 
in and successfully completes a college level course in accordance with the 
following guideline s :  
1 .  A student must enroll in a class not offered by the school , 
or where scheduling prohibits the student from enrolling in 
a class being offered by the school,  and must have written 
permission from the Principal . 
2 .  One-half (�) credit will be offered for each successfully 
completed course, with a limit of two (2)  credits. 
3 .  Such credits will not be eligible for honor roll, class rank, 
or cumulative grade point averag e .  
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PROFICIENCY TESTING, LIFE AND MILITARY EXPERIENCE 737 .  
Cowden-Herrick High School District # 1 88 will accept no credits that 
a student has derived from proficiency testing, or through life or military 
experience toward that s tuden t ' s  graduation . 
1 93 
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SELECTION OF LIBRARY MATERIALS 739 . 
It shall b e  the policy of the Cowden-Herrick High School District #188 
to select materials for the school l ibrary according to the following guide­
lines: 
1 .  Books and other reading matter shall be chosen for values of 
interest and enlightenment of all students in the communities. 
A book shall not be excluded because of race, nat ionality, or 
the political or religious views of the writer. 
2 .  There shall b e  the fullest practical provision of material 
presenting all points of view concerning the problems and 
issues of our time s ,  international ,  national , and local. 
Books or other reading matter of sound , factual authority 
shall not be prescribed or removed from library shelves 
because of partisan or doctrinal d isapproval.  
3 .  Censorship o f  books shall be challenged in order to main­
tain the school ' s  responsibility to provide information and 
enlightenment. 
4 .  It is the right and responsibility of teachers and the 
librarian to select reading materials which are carefully 
balanced to include various points of view on any contro­
versial subject.  
S .  Since materials are selected to provide for the interest and 
needs of the school community and programs , they will b e  se­
lected cooperatively by teachers , principal, librarian , and 
at times with assistance by students . 
6.  Selection of materials will be assisted by the reading , exam­
ination, and checking of s tandard evaluation aid s ,  such as 
standard catalogs and book review digests. 
7 .  Two basic factors, truth and art,  will be considered in the 
selection of books and other l ibrary material s .  The first 
is factual accuracy , authoritativeness,  balance , and integ­
rity. The second is a quality of s timulating presentation, 
imagination, vision, creativenes s ,  style appropriate to the 
idea, vitality, and distinction. 
8.  Materials for the school library shall be examined to select 
those in which the presentation and the subject matter are 
suitable for the grade and interest level at which they are 
to be used. They will be considered in relation to both the 
curriculum and to the personal interest of s tudents and teachers . 
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739 . 
Books and materials meeting the above standards and principles will not 
be banned, but books or materials of an obscene nature or those advocating 
the overthrow of the government o f  the United States by force or revolution 
shall not be recommended for purchase.  
Adopted�-��--
1 95 
Page --=2'--_ of _2_ 
COWDEN-HERRICK H l C:JJ SCHOOL DI STRICT /1188 
CHALLENGE TO LIBRARY MATERIALS 7 4 1 .  
Any challenge or complaint regarding library materials must be in writing 
and presented to the building Principal . Said complaint shall be reviewed by 
a coIIDDittee composed of a Board �ember, the Superintendent , the Principal , the 
librarian, and a faculty member, and shall be examined using the following 
criteria as the basis for evaluation: 
1 .  The material shall b e  examined, referring to it  as a whole, 
rather than on passages pulled out of the content.  
2 .  Recognized selection aids shall be checked for their evalua­
tion of the materials.  
3 .  Strengths and weaknesses shall be weighed,  and opinions 
formed, relative to the curriculum and the educational 
philosophy of the schoo l .  
The committee ' s  decision shall b e  transmitted t o  the complaintant 
by the building Principal. Further appeal must be directed, in writing, 
to the Board of Education, who will make the final decision. 
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--- -·--- ----··----------
INSTRUCTIONAL EQUIVALENCE GOAL 743.  
It  shall be the policy of Cowd en-Herrick High School District #188 to 
ensure equivalence among at tendance centers in teachers ,  administrators, 
auxiliary personnel, curriculum materials ,  and instructional supplies within 
reasonably identifiable di fferences which exist among academic disciplines 
and grade levels. 
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COWDEN-HEKR ICK Hll.11 SCHOOL DI STRICT /}188 
COMMUNITY/SCHOOL RELATIONS 
RESPONSIBILITY OF THE BOARD 
800. 
801 . 
I t  shall be the policy of the Board of Education of Cowden-Herrick High 
School District #188 to maintain cooperative relationships with all organiza­
tions which have as their chief purpose the betterment of conditions under 
which students of the connnunities live and work. The citi zens of District 
#188 should receive maximum services from their investment in the school . 
Adopted 
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PRESS RELATIONS 
COWDEN-HERRICK HIC.JI SCHOOL DISTRICT 11188 
-----
803. 
The Board of Education, its administrative officers , and other personnel ,  
will endeavor to promote and preserve harmonious public relations with members 
of the press. A planned program of public information about the schools shall 
be carried forward by means of the newspaper and o ther methods of media cover­
age. 
Adopted�--�--
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COWDEN-1-!El<RTCK HJl.11  SCHOOL DI STRICT 11 1 88 
COMPLIANCE WITH ILLINOIS FREEDOM OF INFORMATION ACT 805. 
The Board of Education of Cowden-Herrick High School District #188 
acknowledges that the inspection and dissemination of public records must 
provide for administrative effectiveness and confidentiality, as well as 
the protection of the privacy of individual s ,  and the legi timate interests 
of the public in receiving public information. 
The Board of Education hereby states its intention to comply with the 
provisions of the Illinois Freedom of Information Ac t .  Information concerning 
Cowden-Herrick High School , and the records of such entity shall be avaliable 
for inspection and copying. Compliance with the Act shall be effected in 
accordance with this Policy which shall be issued by the Office of the Super­
intendent of Schools .  
Adopted����-� 
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COWDEN-1-!EKRTCK H l l.11 SCHOOL DI STRICT /1188 
SENIOR CITIZEN - FREE PASSES 807. 
It shall be the policy of Cowden-Herrick High School District #188 to 
offer free passes for high school activities to senior citizens , 65 and over, 
who reside wi thin the district. 
Adopted�����-
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C:OWDEN-P.ERRICK HJ.C:IJ SCHOOL DISTRICT 11 1 88 
NON-INSTRUCTIONAL OPERATIONS 
USE OF SCHOOL FACILITIES 
900. 
901 . 
It is the intention of the Board o f  Education to help the people of the 
district receive the maximum service from their investment in the school plant.  
The school gymnasium and other rooms may be used without charge for meetings of 
pupils,  teachers , and organizations affiliated directly with the schools . 
Arrangements for such meetings shall be made with the Principal, who shall 
assume responsibility and either be present in person, or be represented by a 
responsible faculty member. 
Application for public use of school facilities shall be made with the 
Principal, and approved by the Board of Education . The person or persons 
making application shall agree to be personally responsible for any damage 
to property that may occur. Sufficient supervision, including police atten­
dance if necessary , shall also be provided by those making application, in 
order to insure protection of property. No alcoholic beverages will be 
brought on to the school grounds at any time. 
204 
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C:OWDEN-J-!El\RICK HJ.Gil SCHOOL DI STRICT 11188 
USE OF SCHOOL FACILITIES - FEES 901 . 01 
The gymnasium and other rooms of the school may be used by civi� religious 
and educational organizations of the Cowden/Herrick communities at a minimum 
fee of $20 . 00 for 4 hours use. Payment shall be made to Cowden-Herrick High 
School District #188. This fee shall apply to each rehearsal . All activities 
should normally be terminated not later than 11 : 00 P .M. Additional charges 
may result if extra services are required . 
Adopted 
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COWDEN-l'! ERRTCK HJ.Gil  SCHOOL DI STRICT // 1 88 
USE OF SCHOOL FACILITIES - PUBLIC CONDUCT ON SCHOOL PROPERTY 901 .02 
Cowden-Herrick High School District #188 shall , in order to maintain 
public order on real property owned , leased, or otherwise used by the school 
district, require that no person on school property shall : 
1 .  Injure or threaten to injure the person of another. 
2 .  Damage the property of another or o f  the School Distric t .  
3 .  Violate any provision o f  the penal law of the State of 
Illinois or ordinance of the county of Shelby . 
4 .  Smoke, except in areas specifically designated by the 
administration. 
5 .  Consume , possess, or distribute alcoholic beverages at 
any time. 
6 .  Conduct himself /herself in such a manner as to impede, 
delay, or otherwise interfere with the orderly conduct of 
the educational program of the school district or any 
other activity taking place on school property which has 
been authorized by the Board of Education, Superintendent , 
building Principal, or other school district administrator. 
7 .  Enter upon any portion of school premises at any time for 
purposes other than those which are lawful and/or authorized 
by the Board 
8 .  Willfully violate other rules and regulations adopted by the 
Board which are designed to maintain public order on s chool 
property. 
As circumstances warrant ,  appropriate ac tion will be taken . 
Adopted 
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COWDEN-HERR ICK HJC.11 SCHOOL DISTRICT 11188 
USE OF SCHOOL EQUIPMENT 901 . 03 
School equipment may be loaned to responsible parties. A designated 
person will be responsible for the equipment while it is in that person ' s  
possession. Any damage to school equipment must be paid for by the person 
or organization borrowing the equipment. School buses shall be used only 
as permission is granted by the Superintendent, on the authority of the 
Board of Education . 
Adopted ________  
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COWDE!\-HERRICK HIC:IJ SCHOOL DISTRICT //188 
USE OF AUDIO-VISUAL EQUIPMENT 901 . 04 
Only projector and cassette recorders will be checked out. Arrangements 
must be made with the librarian and the Principal , with the check out time 
extending from the end of one school day to the beginning of the next school 
day. · The person who checks out said equipment is responsible for it  until 
it is checked back in with the librarian and its condition checked.  The 
privilege of checking out audio-visual equipment will be revoked if the privi­
lege is abused or the equipment mistreated or damaged during the time that it 
is checked ou t.  
Projectors will be loaned to civic organizations or churches once a 
month free of charge. A $10 fee will be charged each time thereafter in 
that month . All fees shall be payable to Cowden-Herrick High School 
District 11188. 
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COWDEN-HERRICK HJC.11 SCHOOL D I STRICT 1/188 
USE OF MICROCOMPUTERS 903 . 
I t  shall be the policy of the Board of Education of Cowden-Herrick High 
School District #188 that all microcomputers and related equipment owned or 
under jurisdiction of District # 1 88 ,  shall b e  maintained solely for use by 
the following : Cowden-Herrick High School students enrolled in computer classes ; 
faculty and staff who are engaged in teaching computer concepts or units related 
to their respective classes or jobs; and those persons who are current students 
in the Cowden-Herrick evening computer classes offered through Lake Land College, 
should such classes continue to be offered . Microcomputers will not be allowed 
to leave the high school building, and use by the general public is expressly 
prohibited . Any deviation or variation shall be subj ect to the Board of Educa­
tion. 
Adopted��-�--
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SCHOOL CALENDAR 
COWDEN-HEl<RTCK HJ.C:IJ SCHOOL DISTRICT 11188 
907 . 
The official school calendar of daily activities shall be kept in the 
high school office. Any activity or event placed on the calendar must have 
the approval of the building Principal . 
For events of non-school organizations which may conflict with school 
activities, or are to be held on Saturday, Sunday , or any other day school 
is not in session, Board approval must be obtained . 
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